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Career Objective


Seeking a position within a highly established organization in which my skills can be enhanced to benefit the organization.

Career Synopsis:

· Over 3.5 years of total experience.

· 4 months of experience in administrative coordinator, executive assistant.

·  1 Year of Experience in Recruitment, back end operation, event coordination, execution, content writing
·  2 Years in Team Management, sales & marketing, business development & Customer relationship management.

· Worked with Earth Wealth Energy as Executive Assistant.

· Worked with Yash Technologies as Human Resource Executive.
· Worked with IIPM Indore as Manager (SMG).

· Managing Team of 3 Management Trainee.

· Experience in exploring and developing markets/ clients, thereby accelerating growth & achieving desired sales goals.

· Proficient at analyzing market trends to provide critical inputs for business development initiatives and formulation of selling and marketing strategies.

· Exceptional skills in communication, presentations, & mentoring.

Education and Training

· MBA – Indian Institute Of Planning And Management(2009-11)

· BBA –  Maharaja Ranjit Singh College Of Professional Science,Indore (2004-2007)

· 12th Grade – New Digamber Public School,Indore(2003)

Internship

· Religare Securities – Marketing – 2 months (1st June 2010– 31th July 2010)

Skills and Abilities

· Equipped to use software such as MS Office (MS Word, MS Excel, MS PowerPoint).

· Adaptability to the surroundings and acceptability of new environments.

· Ability to handle multiple requirements independently.

· Goal – oriented, innovative and assertive.

Employment History

Organization: Earth Wealth Energy 

Designation: Executive Assistant

Duration:  1st May 2014- August 2014

Job Responsibilities:

·  Enhances executive's effectiveness by providing information management support; representing the executive to others.
· Conserves executive's time by reading, researching, and routing correspondence; drafting letters and documents; collecting and analyzing information; initiating telecommunications.

· Maintains executive's appointment schedule by planning and scheduling meetings, conferences, teleconferences, and travel.

· Represents the executive by attending meetings in the executive's absence; speaking for the executive.

· Completes projects by assigning work to clerical staff; following up on results
· Prepares reports by collecting and analyzing information.
· Secures information by completing data base backups.

· Maintains office supplies inventory by checking stock to determine inventory level; anticipating needed supplies; evaluating new office products; placing and expediting orders for supplies; verifying receipt of supplies.

· Contributes to team effort by accomplishing related results as needed.

Organization: Yash Technologies, Indore 

Designation: Hr Executive 

Duration:  5th January 2013- 20th December 2013

Job Responsibilities:

In HR:-
· Maintains the work structure by updating job requirements and job descriptions for all positions.

· Maintains organization staff by establishing a recruiting, testing, and interviewing program; counselling managers on candidate selection; conducting and analysing exit interviews.
· Coordinate and implement college recruiting initiatives.

· Lead the creation of a recruiting and interviewing plan for each open position.

Efficiently and effectively fill open positions.

· Conduct regular follow-up with managers to determine the effectiveness of recruiting plans and implementation.

· Develop a pool of qualified candidates in advance of need.

· Research and recommend new sources for active and passive candidate recruiting.

· Build networks to find qualified passive candidates.
· Utilize the Internet for recruitment.
--Post positions to appropriate Internet sources.
--Improve the company website recruiting page to assist in recruiting.
--Research new ways of using the Internet for recruitment.
--Use social and professional networking sites to identify and source candidates.

· Conduct Induction Programs For New Joiners.
In Events:-

· Planning of Events in the organization.
· Coordinate details of events.
· Calculate budget and ensure they are adhered to.
· Coordinate and monitor event timeline and ensure deadlines are met.
 In Content Writing:-

· Written Content for quarterly magazine of the organization “HORIZON”
Organization: Indian Institute of Planning and Management, Indore 

Designation: Assistant Manager – SMG (Strategic Management Group)

Duration:  1st December 2010- 1st December 2012
Job Responsibilities:

In Corporate Relation:

· Managing team of “Management Trainees”

· Assisting and monitoring team in delivering their targets.

· Communicating with clients and understanding their requirements and specifications completely.

· Prioritizing clients’ requirements in a high volume, time sensitive environment to meet deadlines.

· Delegate clients to team members and update development to Head office.

· Monitoring and assisting the briefing of client’s profile and requirement specification to the candidates.

· Evaluating the requirements and screening the right profiles before presenting them to the corporates.

· Briefing the client profiles and requirement specifications to the candidates.

· Conducting initial screening in order to judge the candidate’s suitability over telephone and evaluating candidates on their strengths, skill sets and communication skills.

· Validating the candidate’s interest on the requirements.

· Screening out those candidates who do not meet the minimum qualifications for the specific job, recording reasons for rejection and providing feedback to the candidates.

· Ensure that all the necessary pre hire testing for all candidates has been performed and evaluate the same.

· Interacting with the clients and candidates for scheduling interviews.

· Regular follow-up with the client and candidates subsequent to candidate joining the organization to ensure the satisfaction of both the candidate and the client.

· Analyze issues of the candidate (problem solving ability) and meet client expectations.

In MIS Report:

· Preparation of weekly & monthly MIS report for business development.

· Coordinating with the team members in updating database regularly.

· Maintaining & updating files & functional records.

Achievements and Accolades

· Awarded by a certificate of participation for ‘Market Research ' in live project.

· Awarded by certificate for securing highest marks in Human Resource.

· Undertook corporate in house event ‘Global Outreach Program’.

· Regular participation in college activities and quiz competitions and was awarded certificate of merit for the same.

· Acted as a coordinator in organizing various events.

· Placed almost 60%of the batch strength with the team effort.

Social Interest

· Dancing

· Anchoring

· Listening to music.

· Mentoring People

Personal Dossier

Date of Birth

25th June, 1987
Nationality                      Indian

Marital Status                 Married
Declaration

      I hereby declare that the above given information is true to the best of my knowledge.

