AREAS OF EXPERTISE

HR processes & systems Problem solving

Contract document genera-tion

Business Administration

Recruitment methodologies Document management

Calendar management Pre-screening

Short-listing candidates Accounting

MS office

Ledger accounting Financial Planning Balance sheet

Financial Modeling Market assessment

CAREER STATEMENT

“I feel that my greatest strengths are firstly my strong commitment to providing a professional service to fellow colleagues. Secondly my skill at developing and maintaining a close working relationships with people from all social backgrounds, which in turn Helps me to gain a in-depth understanding of their individ-ual needs. Thirdly my real pas-sion for the HR/Finance field as a whole, an obsession which

allows me to spot trends and develop best practice processes.”


Monika 

[image: image1.jpg]



Assistant HR/Finance

CAREER OBJECTIVE

Seeking a career to utilize my knowledge, personal skills to gain comprehensive understanding of a reputed organization so as to take responsibility and contribute significantly. Achieve all the targets which are allotted to me.

MINI PROJECTS/ SUMMER INTERNSHIP

· Project: “Human Resources Practices and Organization Struc-ture in the Multinational Not-for-Profit Organizations”.
Project Area: Human Resource

Organization: INAS Social

Duration: 60 days.

INAS Social basically a consultancy which provide services to all those who re-quired Job vacancy.

· Project: “Purchasing General Goods & Food Items”.
Project Area: Finance

Organization: ITC Rajputana Jaipur

Duration: 30 Days

ITC Rajputana is a response luxury collection Hotel.

· Project: “Human Resource Management”.
Project Area: Human Resource

Organization: Harley Davidson Jaipur

Duration: 45 Days

Dunes Motor Company is an authorized dealer of Harley Davidson Motorcycles

EXTRA-CURRICULAR ACTIVITIES

Organized events in Annual National Management Festival “Mosaic” in 2016 at IIIM.

Organized and managed a team B-quizzing (business quiz) in 2016 at IIIM.

Organized and managed a team in Roopantar in 2016 at IIIM. Stood first in inter school singing competition.

Successfully presented a speech in senior secondary school.

Achieved a certificate in communication & soft skills from IIIM College. Attended workshop on recent budget analysis 2016.

Attended a workshop on Women empowerment

PERSONAL SKILLS

Excellent presentation skill

Strong leadership and motivational skills.

Willingness to learn

Ability to handle pressure. Excellent communication To handle the team.

Comprehensive problem solving

Adaptability

Project Management

Ability to deal with people

Deadline led

Time management Tactful & articulate Problem solving

PERSONAL DETAILS

DOB: 9th December, 1991

Gender: Female

Marital status: Married Language known: English, Hindi, and Malayalam. Present Address: 602, Dubai
Visa status: Visiting visa E-Mail:

Monika.208124@2freemail.com 
DECLARATION



ACADEMIC QUALIFICATIONS

The IIS University, Jaipur.

MBA in Human resource/Financial Management

(2015-2017)

The IIS University, Jaipur.

B.com (2012-2015)

KEY COMPETENCIES AND SKILLS

Human Resources/ Financial Management

Negotiating with candidates, employers and related third parties.

Developing procedures, policies & standards for recruitment.

Maintained integrity of general ledger, including the chart of ac-counts.

Analyzed monthly balance sheet accounts for corporate reporting.

Generated financial statements and facilitated account closing proce-dures each month.

Professional

Completing all tasks in a timely, organized and professional manner.

Knowledge of monitoring progress in an employee’s career.

Working in fast paced, high transaction volume environment

Maintaining all HR paperwork to ensure compliance with relevant legislation.

Suggested budgetary changes to increase company profits

Personal

Able to work closely with other professionals as part of a team.

Strong influencing and communication skills.

Ability to pick up new skills and knowledge quickly.

Can function in a fast-paced environment.

Comfortable with being the ‘go to’ person in a company.

Thinking laterally to create options and solutions.

Positive ‘can do’ attitude towards work

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

