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	Profile Summary
	
	

	
	
	
	


Young, energetic, and result oriented professional with comprehensive experience in the area of Strategic HR, Recruitment HR System and Policies; Seeking to leverage knowledge in recruitment, employee relations, training & development and performance appraisal in a human resources position
[image: image2.jpg]



Professional Experience/Projects
· Aditi Tracking Support Pvt. Ltd. as an HR Executive July 2013 to Present 
Areas of Expertise- 
Strategic HRM: 
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 Interfacing with directors for implementing HR policies & procedures in line with core organizational objectives. 

Managing end to end employee life cycle, act as a single point of contact for any issue pertaining to HR domain.

Manpower planning & Talent acquisition along with budget in coordination with department heads.
Recruitment:

Handling Recruitment and selection for all departments as Single-Handed HR. Preparing Job descriptions for all the positions.
Sourcing through various job portals, Social Networking sites as per the requirement. Scrutinizing the application and candidates, arranging interviews and negotiations on job offer

Facilitating Induction and on boarding of New Joiners.
Payroll / Compensation benefits:

Scrutinizing attendance for payroll.
Final preparation of Salaries, Payments & Salary Slips.
Monthly Salary processing ,Leave record management,

Full & Final settlement
HR General Activities:

Generation of Letters (Offer, Appointment etc.)
Coordination with the new joiners on the documentation formalities.
Maintain database and personnel file.
Handling employee grievances, misconduct.
Performing reference checks.
Handling reimbursements like (Conveyance, telephone bill etc).
Preparing ID cards and Visiting cards.
· IPCA Laboratories Ltd. as Summer Trainee May 2012 to June 2012 

Project Title “RECRUITMENT AND PERFORMANCE APPRAISAL OF FIELD EMPLOYEES AT IPCA”

Studied the procedure of Recruitment and Performance Appraisal followed by IPCA for its field employees. Insights on the processes being followed and different documents required in a recruitment process and worked on job portals.
Academic Achievements
	Year
	Institute/ University
	Degree
	Percentage

	2011 – 2013
	Mumbai University
	Master of Management Studies
	68%

	
	
	(Human Resource)
	

	2008 – 2011
	Mumbai University
	Bachelor of Management Studies
	64.92%

	2008
	Maharashtra Board
	HSC
	63.83%

	2006
	Maharashtra Board
	SSC
	63.20%



Personal Details
	Date of Birth
	21st February 1992
	
	Nationality
	Indian

	Gender
	Female
	
	Marital Status
	Single

	Languages Known
	English, Hindi, Marathi, Gujarati
	
	



Projects Undertaken

Capstone Project on “EMPLOYEE JOB SATISFACTION IN AUTOMOBILE INDUSTRY” Project on “PRODUCT LAUNCH” at DSIMS in marketing

Awards and Achievements

Participated and won 3rd prize in HR Case Study Competition conducted by IES College Participated and won 1st prize in JAM session during college festival

Participated and won 1st prize in Box cricket, Relay race and Badminton doubles during college competition

Extra-curricular Activities

Volunteered at Lions Club NGO

Worked for college event- “Fiesta-E-Josh”

Volunteered in MMS college festival “SABRANG”

Volunteered at P.A.W.S (Plants and Animals Welfare Society) – Generated funds for P.A.W.S.
