CURRICULUM VITAE
SAJITA 
CAREER PROSPECTIVE:
Seeking a challenging career in the field of HR where I can use my knowledge and strengths to contribute for the growth of the organization.

WORKING EXPERIENCE:
 1. Jaipur, India                                         



           June 2009 to Jan 2010
       Assistant HR Manager
   Responsibilities:
· Managing HR department (Team of 20 people).
· Designing and implementing new policies.
· Behavior based interviewing and using skill matching procedure for recruitment.

· Handled administration of all company benefits, including health care and bonuses.
 Personnel
(a) Preparation of Wages and Salary 

(b) Preparation of MIS related with Personnel and HR Department 

(c) Performance Appraisal of Employees 

(d) Grievance Handling.

Administration
(a) Handling all Administrative activities like maintenance of Plant & Machinery. 

(b) Monitoring of Transportation and Movement of Vehicle for the company. 

(c)  Maintaining Discipline, and Safety in the Factory. 
Human Resource
(a) Maintaining Industrial Relations & harmony between management and workers. 
(b) Inter Departmental Coordination 

2. Integrated Personnel Services Pvt. Ltd. Jaipur, India.                                  Sept 2008 to June 2009
Assistant HR Manager
Responsibilities:
· Handled recruitment of team members.

· Handled salary issues.

· Handled recruitment and salary issues of clients.

· Dealt with new client for business development.

· Managed whole branch team members.

· Worked as a bridge between Head Office and Branch.
· Provided MIS on daily bases.

· Substantial exposure to lead, motivate and control a team to implement set objectives.

3. ICICI Bank Ltd (Regional Office) Jaipur, India.                                         Nov 2007 to Sept 2008   ICICI Bank Ltd is one of the biggest Private Sector Bank in India.
Recruitment Officer
Responsibilities:
· Worked closely with Regional Sales Manager of I&S Department to manage Requirements.
· Managed Sales Managers and Team Members (TL, FC, SE) according to Regional Sales Manager.

· Handled recruitment of team members.

· Looked after Team Members Attendance and providing salary.

· Provided Incentives and Solving their Salary/Incentive Issues.

· Worked as bridge between Corporate Office and Regional Sales Manager (RSM).

· Time to Time organize Manager Level Meet and arranged the full event. 

· Managing Team Members requirement.

· To keep the vendors motivated so that they give us the best candidates.

· Handled 18 branches with in TJLK(Jaipur, Lucknow ,Kanpur).
· Provided MIS to Corporate Office and Regional Sales Manager (RSM) as per requirement.

EDUCATIONAL QUALIFICATION:
Professional

· PGDBM (2005-2007) Maharishi Arvind Institute Of Science & Management. Jaipur, India.
Area of Specialization:    Major – Finance 

                                          Minor – Human Resource 
Academic
· B.com (2005) Rajasthan University, India.
· Senior Secondary (2002) Central Board of Secondary Education (AISSCE)

St. Xavier School, Jaipur.

· Higher Secondary (2000) Central Board of Secondary Education (AISSCE)

       St. Xavier School, Jaipur.

EXTRA CREDENTILAS:
Working knowledge of MS-Office, O.S. (98,2000, ME,XP) & Internet.

SUMMER TRAINING:
 I have completed my summer training project at RELIANCE CAPITAL, JAIPUR .My project title being  ‘INVESTORS AWARENESS &PROMOTION OF MUTUAL FUNDS’

PROJECTS:
· Worked with ‘RICH KWALITY PRODUCTS PVT. LTD.’ in touch of class for 7 Days.
· Project done with ‘Cavin Kare Pvt. Ltd.’ for the promotion of Spinz Talc.

· Project done with ‘Rajasthan Patrika’ in Wedding Expo for 4 days.

STRENGHTS:
· Ability to manage stress, time and people effectively.

· Achievement Oriented with excellent ability to manage change.

· Strong interpersonal, learning and organizing skills. 

PERSONAL DETAILS:
VISA STATUS:


           Husband’s Visa
DATE OF BIRTH:

                       20th July1984

SEX:



                       Female

MARITAL STATUS:

           Married
NATIONALITY:


           Indian

LANGUAGE KNOWN:

           English, Hindi, and Malayalam

HOBBIES:                                                    Classical Dance, listening to Music, Surfing Net

ACHIEVEMENTS:

· 1st prize in Duet Song , in Inter College Competition 2006

· 1st Prize in Solo Dance (Classical) in Inter College Competion (Sanskriti) 2003

· 2nd Prize in Solo Dance (Classical) in inter-college competition (Sanskriti) 2005.

· 2nd Prize in Solo Dance (Classical) in inter-college competition (Sanskriti) 2004.

· 1st Prize in Hindi Group Song in Inter Class Music Competition (2000).

· 2nd in English Group Song in Inter Class Music Competition (2000).

DECLARATION: 
I hereby declare that all the information given by me is true to the 




best of my knowledge.

Date:







(Signature)

Place: 




                                     Sajita 
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