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Core Competencies
· Analytical Thinking & Decision Making Skills.  

· Superior communication skills.

· Personal Creditability.

· Well organised and highly efficient working in multi-tasking environment. 

· Ability to plan and organise.
· Commitment to Team Work.

· Quick Learner.

Experience Scan
· Work Experience : January 2015 (Till date )
· Organization : Virainternational Pvt. Ltd. Panjim Goa
· Company Profile: Recruitment & consultancy.

· Designation: Recruitment Executive.

· Job Profile: Establishes recruiting requirements by studying organization plans and objectives; meeting with managers to discuss needs. Determines applicant requirements by studying job description and job qualifications. Attracts applicants by placing job advertisements; contacting recruiters, using newsgroups and job sites. Determines applicant qualifications by interviewing applicants; analyzing responses; verifying references; comparing qualifications to job requirements. Evaluates applicants by discussing job requirements and applicant qualifications with managers; interviewing applicants on consistent set of qualifications. Accomplishes human resources and organization mission by completing related results as needed.

· Work Experience  :May 2014- December 2014
· Organization:   Hotel Neo Majestic. (Goa Coastal Resorts & recreation Pvt. Ltd.)  
· Company Profile: Hospitality Company. 
· Designation: HR Assistant. 

· Job Profile:
     Pre-Joining Formalities:

· Coordinating with internal recruiters for sourcing open positions

· Evaluating shortlisted candidates from HR perspective

· Conducting reference checks & background verifications etc

· Issuing appointment letters to selected candidates

     Post –Joining Formalities:
· Handling new Employees documentation and other joining formalities

· Plan and conduct new Employee orientation to foster positive attitude towards
     Organizational objectives.
· Co-ordinating with various departments for providing required resources to the new

     employees.

· Assisting new employee in completing the required joining formalities like opening of

     bank account, PF account, ESIC number etc

     Handling core HR activities:
· Maintaining and updating the personal records of all employees and updating the 
     Employee Database for the generation of various reports.
· Wage and Salary administration.

· Initiating and managing employee increments, promotions etc and issuing relevant 
     letters regarding the same.

· Responsible for various statutory obligations and requirements such as maintenance of 

          various registers of personnel employed, filling of periodical returns with the  authorities

          and complying with requirements. Drafting suitable letters, notices & circulars.

· Manage operations on time office management, absenteeism, leave administration.

· Maintaing Monthly Provident fund of New Employee Entery, Challan And Yearly Returns. 
· Maintaing Monthly ESIC (Employee Secure Insurance Corporation) of New Employee   Entery, Challan And Yearly Returns.

· Calculating Yearly Bonus And Bonus Returns.                        

· Educating the employees about company policies and rules, safety standards to be
      followed.
· Determining motivation and satisfaction levels of employees through personal
      interactions.
     Separation Formalities:
· Handling all relieving formalities like issuing Relieving letters, Experience letters etc

· Full& final settlement.
· Work Experience  March 2013- April 2014
· Organization: Fernandes Tour’s & Travel’s.
· Company Profile: Travel & Tourism Company.
· Designation: Office in charge.
· Job Profile: Handling walk in customer queries and over the telephone, Responsible for Airline reservation, Hotel bookings, Visa processing, Rail and bus bookings, Inbound/ outbound Holiday packages, Responsible for group booking and conferences, Preparing Daily Sales Reports, Setting up and Maintaining office filling systems, Secretarial support, Responsible for collection of payments.
· Work Experience  January 2012- February 2013
· Organization: Jamson’s PC World
· Company Profile: Computer Software & Hardware
· Designation: Sale’s & Marketing executive.

· Job Profile: Accomplish marketing and sales objectives by planning, developing, implementing, & evaluating advertising, merchandising, & trade promotion programs; developing field sales action plans. Sustain rapport with key accounts by making periodic visits; exploring specific needs; anticipating new opportunities. Provide information by collecting, analyzing, & summarizing data and trends. Protect organization's value by keeping information confidential. Improve product marketability and profitability by researching, identifying, and capitalizing on market opportunities; improving product packaging; coordinating new product development.
Soft Skills:

· Ability to engage and interact effectively with irate customers, obtain acceptance, build consensus, and provide assistance, direction and leadership.

· Business skills such as communication and presentation. 

· Professional development. 

IT Forte

Microsoft Office Packages, Tally ERP 9.0.
Scholastics

2013  

MBA in Human Resource Management through Distance learning from SMU Goa. 

2011
           MA Political Science from Goa University
2008
BA from St. Xavier’s College of Arts Science & Commerce Mapusa Goa.
2005

HSSC from St. Xavier’s College Higher Secondary Mapusa Goa
2003   
SSC from Holy Family High School Porvorim- Goa.

Personal Dossier

Date of Birth

 :  02nd February 1987
Linguistic Proficiency
 :   English, Hindi, & Konkani
Extra-Curricular Activities:

Adventure trips like hiking
Traveling & Listening to Music.
Reading.
To enhance my working capacities, Professional skills, Business efficiencies and to serve the organisation in a best possible way with sheer determination and commitment. 











