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PERSONAL SUMMARY
A qualified and accomplished individual, who is able to work as part of a team and manage several priorities at the same time. Possessing Associate membership of Chartered Institute of Personnel and Development (CIPD) to contribute to a company at both strategic and operational level when delivering people management strategies. Highly motivated and friendly person who finds working in HR both engaging and entirely rewarding. I have experience at working in all areas of HR including employee relations and Staff Recruitment & Retention .
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EXPERIENCE OF HR SKILLS
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· Screened resumes 
· Administered assessment test 
· Framed Interview Evaluation Form Compensation &benefits, HR Operation 
· Employment Law 
· HR Policies & Procedures 


	
	Staff Recruitment &
	
	Training & Development

	
	Retention
	
	Performance Management

	   Employee Relations and HR
	
	Changing contracts

	
	policies
	
	Administrative duties

	
	Monitoring absences
	
	Reference requests

	
	Processing resignations
	
	Organizing inductions

	
	Employee termination
	
	Grievance processes

	
	Payroll function
	
	Performance reviews


· Microsoft Office skills 


PROFESSIONAL EXPERIENCE

BHAWAN PVT. LTD.
Nagpur, India
HR ASSISTANT, Jan 2014 to Jan 2015 (1 year)
Responsible for reporting to the head of HR department on issues such as refining the hiring process, interviewing candidates, and finding ways to cement the relationship between the company and its employees. Also, involved in writing
job descriptions, advertising vacancies and screening applicants.
Duties:
· Providing effective administrative support for the HR Advisors and Managers. 
· Providing transactional HR support across all processes. 
· Maintaining employee records. 
· Organizing and rolling out staff training initiatives. 
· Attending employee disciplinary and grievance meetings. 
· Escalating issues to the HR Officer or senior manager. 
· Writing up drafts of correspondence and documents for the HR Officer. 
· Producing reports and statistical information when required. 
· Processing payroll information. 
· Working closely with agencies regarding temporary worker. 
· Being involved in interviewing job applicants. 
· Maintaining accurate records of ·all training undertaken by members of staff. 
· Able to build effective working relationships with HR managers and employees in all departments. 
EDUCATION & CERTIFICATIONS

University of Warwick, UK 2012-2013
Warwick Business School, Coventry
Masters in Industrial Relations and Human Resources Management with CIPD Pathway (UK)
· Understanding & Researching Employment Relations 
· Managing Human Resources 
· Organizational Behavior 
· International Context of Industrial Relations 
· Equality and Diversity 
· Employment Law in Britain 
CIPD (Chartered Institute of Personnel Management, (UK)
Associate level Qualified License 2320841X
·
· The Contract of Employment: Contractual Terms and Legal Rights 
· Grievance and Discipline Procedures 
· Equality and Diversity Policies in Practice 
· Talent Management and Succession Planning 
· Managing Change and the HR function 
· Collective Negotiation and Bargaining Skills 
· Finance and Accounting for HR Professionals 
Attended Employment Labour Tribunal at Birmingham (U.K) as a part of CIPD curriculum 
Institute of Management Technology (IMT), United Arab Emirates
Dubai International Academic City, Dubai 2010-2012
Master of Business Administration (MBA)
Masters of Commerce (M.COM) and Bachelor of Commerce (B.COM)
Nagpur University 2005-2010

COMPANY PROJECTS & INTERNSHIP

INTERNSHIP
Signature Group International Limited, Dubai
February 2012 – April 2012 (3 months)
FINANCIAL ANALYST TRAINEE, India
Fullerton Securities & Wealth Advisors Ltd.
May 2011 – July 2011 (3 months)

COMPUTER SKILLS

Working knowledge regarding application package MS Office, Tally.
· Completed Information Technology Training course of ICAI. 
· Completed Understanding Information Technology in the Corporate 
· Environment of ICSI from Aptech Institute of Global Learning Solutions. 
· Completed Maharashtra State in Information Technology (MS-CIT). 

EXTRA-CURRICULAR ACTIVITIES

Presented Papers in such Conferences
Attended Regional Conferences of WICASA ICAI
Learned various forms of dance, music, sketching and craftwork.
PERSONAL DETAILS

Date of Birth: January 6, 1988
Sex: Female
Marital Status: Unmarried
Languages Known: English, Hindi Marathi Urdu
Nationality: Indian
Based in UAE
