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Career Objective:

To work for an organization that would provide me with an opportunity to expand my horizons and mature professionally.  I would like to inject my creativity and passion for challenging jobs, in a workplace where it can flourish and help my co-workers as well as aid my own personal growth. 

Work Experience:

· Working as Human Capital Coordinator at Abela & Co., Dubai, UAE, from July 2012 till date which include following job responsibilities and duties;

Job Details:

· Responsible for administrative support in the implementation and maintenance of various human resources programs and services including compensation and benefits, employee relations, recruitment etc. and ensures provision of timely and correct and complete information.

· Answer routine employee questions about benefits, and HR policies, procedures, and practices.

· Maintain confidential, private, and sensitive information according to need-to-know parameters.

· Coordinate the entry process for new comers and exit process and ensure that all records have been updated.

· Coordinate with departments and staff that forms (i.e. performance appraisals, undertakings, etc.) are received on time and filed properly after review.

· Serve as contact point for general HR matters within the department and support the Human Capital team in delivering HR related services in line with recruitment, benefits administration and employee relations.
· Handling concerns related to Employee Relations.
· Research, analyze and integrate data to provide information on personnel programs in coordination with the Human Capital Specialists and the Human Capital Manager.
· Worked at Baroda Institute of Management & Technology, Baroda, Gujarat, India from 1stAug’11 to 15th Apr’12.

Job Details:
· HR & Administration In charge cum full time Management Faculty (From 1st Aug’11 to 5th Jan’12) which included:

-Undertaking lectures and seminars for BBA and MBA students

-Imparting soft skills training to students and preparing them for campus interviews

-Joining & separation formalities for other faculty members
-Attendance management

-Induction programs

-Coordinating with the Universities’ Head of the Department

· Business Development Manager in Baroda Institute of Management and Technology and as Management in-charge (From 6th Jan’12 to 15th April’12) which included:

-Counseling students to take admission

-Formulating marketing strategies to attract students

-Conducting seminars and workshops
Internship:

	COURSE
	COMPANY
	TITLE
	DURATION

	MBA
	AIESEC-St.Petersburg, Russia
	Financial literacy in youth (FLY)
	3rd Dec’2010- 22nd Dec’2010

	BBA
	Fag Bearings India ltd.
	Best HR Practices
	20th Feb’2009- 23rd Mar’2009

	JagritiYatra 2011
	JagritiSewaSansthan
	Awakening the Entrepreneurial Spirit
	24th Dec’2011- 8th Jan’2012


Academic Qualification:

	COURSE
	UNIVERSITY/BOARD
	SPECIALISATION
	YEAR OF PASSING
	PERCENTAGE

	MBA
	Baroda Inst. Of Management Studies
	HRM
	2011
	Distinction

(Above 75%)

	BBA
	Veer Narmad SGU
	HRM
	2009
	Distinction

	HSC
	GSEB
	Commerce
	2006
	Distinction

	SSC
	GSEB
	General
	2004
	Distinction


Strengths:
· Excellent communication skills

· Able to handle major responsibilities and find productive solutions.

· Motivated to achieve short-term as well as long-term goals

· Team player

· Eager to learn

· Adaptive to dynamic situations

Personal Details:

Date of Birth


: 3rd Oct’1988

Marital Status


: Single

Languages known

: English, Hindi and Gujarati

Nationality


: Indian
Visa Status


: Employment Visa
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