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MONICA
MONICA.224813@2freemail.com 

Career Objective

Intend to build a career with leading corporate of hi-tech environment with committed & dedicated people, which will help me to explore myself fully and realize my potential. Willing to work as a key player in challenging & creative environment.

Career Summary

The HR function as it relates to all  team members, including employee relations, compensation and benefits administration, development, implementation and administration of human resources programs and employment policies, personnel record-keeping, workers compensation The HR Manager performs work on the application of employment, benefits and workers compensation laws and regulations and employment policies in the contexts of hiring, discipline, employment termination, training, compensation, benefits, leave, equal opportunity and other human resources issues. The HR Manager reports to the President. The Human Resources Manager also performs such other functions as may be assigned by the Management.
ESSENTIAL FUNCTIONS

1. Prepare and maintain accurate records, files and reports, including responsibility for maintaining  personnel records, including personnel action forms, timesheets, contracts, and consultant  agreements. 

2.  Organize and work independently on multiple assigned tasks/projects and complete   

 assignments  within specified deadlines. 

3.  Communicate effectively verbally and in writing to all levels of staff and management,  

 Outside officials and agencies, and the public, expressing ideas and instructions clearly  

 and concisely.

4.  Compile and analyze complex information, and research and develop solutions to  

 complex issues.

5.  Work well under pressure. 

6.  Accurately follow verbal and written directions from senior management. 

7.  Recommend, develop, interpret and clarify personnel procedures and policies. 

8.  Conduct research regarding employment issues, benefits, workers compensation and  

      personnel procedures and, working with Administration, apply the conclusions to   

      companies personnel policies and practices.

9.  Assist in hiring, including developing job descriptions and job advertisements, and   

 screening and interviewing candidates.

10.  Develop, implement and manage a centralized recruiting process.
Employment Experience

· NEPTUNE EDUCATIONAL COUNSULTANT Pvt. Ltd

     Visa Counsellor - Admin & HR Assistant

     From May25, 2009 till August 25, 2010.

· Performance management and improvement tracking   

· Systems.

· Employee orientation, development, and training logistics                   

· Assisting with employee relations

· Company-wide committee facilitation and participation;

· Company employee communication

· Compensation and benefits administration and recordkeeping
·  Employee safety, welfare, wellness, and health reporting.

· SOFCON INDIA Pvt. Ltd.

     Business Development Executive

     1st September 2010 till 5th May 2012

· A positive attitude in dealing with people.
· Strong communication skills in all forms including written, oral, email, telephone and presentation.
· Ability to discuss strategic and sensitive issues.
· Understand client needs.
· Respond to and follow up sales enquiries by post, telephone, and personal visits.
· Develop draft proposals based on team meetings and discussions.
· Maintain the Business Development databases.
· Build and maintain excellent relationships with colleagues and clients.
· Planning innovative sales strategy to achieve established targets.
· PRIYANKA CONSTRUCTIONS (B) Pvt. Ltd.

      H.R. EXECUTIVE & ADMIN
      From 1st September 2012 till 31st October,2014 
      Responsible for performing a wide variety of clerical, technical, administrative,    

      and office duties in support of the Human Resources Department.
·   Ability to work well, both as an individual & in team environment.

·   Good team player with effective organizational and good communication skill.
·   Strong desire to learn and work on new projects.

·   A quick learner with 'Can do' attitude ,handling Time Office, attendance records,  

  leave records. 

·    Wage Administration: Preparing salary, Increment & bonus.

·    Answering questions from employees.

·    Notifying employees of any changes in their terms of employment.

·    Providing advice and guidance on a number of HR issues.

·    Attending recruitment interviews as a panel member.

·    Ensuring that appropriate HR policies and procedures are in place.

·    Providing administrative support on core HR processes.

·    Resolving any payroll errors.

·    Involved in the payroll process from start to finish.

·    Answering telephone calls relating to HR issues.

·    Receiving and tracking employment applications.

·    Developing welcome packs for new employees.

·    Responding to employment verification requests.

·    Updating computer payroll systems.

·    Keeping an eye on human resources transactions.

·    Explaining work instructions and duties to new employees.

·    Composing and typing letters or correspondence.

·    Answering questions about employee salary and benefits.

·    Writing up eye catching job adverts.

·    Overseeing the human resource database.
·    Ordering stationary that will be used in the HR department.

·    Maintaining accurate employee records.

·    Carrying out employee background checks.

·    Explaining employment terms and conditions to staff and senior managers.

Achievements
EMPLOYEE OF THE YEAR – 2011 for outstanding performance in Marketing Department. (Sofcon India Pvt. Ltd.)
Education

· 2008 – 2010: L.L.B (Ext.) from Maharaja Sayajirao University, Baroda. India
· 2005-2008: B.A with ECONOMICS Passed from St. Xavier’s College, Ahmedabad. India
· 2004-2005: Passed my H.S.C from St. Stephen’s High school, Gujarat State Education Board (GSEB)

· 2003-2004: Passed my S.S.C from St. Stephen’s High School, Gujarat State Education Board (GSEB)
Computer Skills

Operating System: Windows XP, Vista

Spreadsheet: MS‐ Excel

Word processing: MS‐ Word

Communication/Network: Internet.
Graphics Package: PowerPoint, Paint shop.

Language
English (Fluent)
Hindi (Fluent)
Gujarati (Fluent)
Personal Information

Date of Birth : 09/02/1988

Marital Status: Single 

Nationality: Indian

