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___________________________________________________________________________
CAREER OBJECTIVE:_________________                             ___________
To work in an organization that encourages maximum opportunities for mutual growth and development, will make the best use of my analytical and logical skills and help me achieve my as well as organization goal.

WORK EXPERIENCE:                          ______           _                _            ___

Name of the organization
: MAZEWEB TECHNOLOGIES PVT. LTD.

Position Held


: HR Executive cum Secretary
Duration


: 3rd May 2013 till date
Job Profile

· Recruitment and Selection Process.

· Handling Joining, Induction, Exit Formalities, Absconding and Termination.

· Handling for travel plan, meetings and appointments, PR development.
· Coordinating with in-house team and provide reports.
· Leave Application Management. (Paid Leave and Approvals)

· Handling Grievance for all the employees.
· Updating all HR FORMS of the Company.

· Reporting directly to HR Manager and MD.

· Handling effective records and Admin department.

· Dealing with Bank Formalities.
Name of the organization
: CHINAGATE RESTAURANTS PVT. LTD.

Position Held


: HR Executive
Duration


: 19th July 2010 to 31st December 2012
Job Profile

· Training and Development for junior candidates and employees.

· Sourcing through various job boards, Portal such as Naukri, Monster, Times Job, Linkedin, Social Networking Sites, through references as per the requirement specifications 
· Short listing the candidates through various modes like telephonic screening, technical screening, finally checking the interest level of the candidate towards the firm, and as per the requirement specifications. 
· Preparing Job Descriptions according to the criteria.
· Doing all joining as well as exit formalities for the company.
· Understanding Salary fitment and taking care of salary negotiations.
· Follow-up with selected candidates to confirm their DOJ and keep the respective departments/ Clients informed of the same. 
· Worked on both IT and Non – IT.
EDUCATIONAL QUALIFICATIONS:______           _                _            ___

Professional:

	   DEGREE
	YEAR OF PASSING
	INSTITUTE/UNIVERSITY
	PERCENTAGE

	Post-Graduation Degree in Management
	May 2011 to May 2013
	Indian Institute of Planning and Management

(Human Resource Management)
	67.30 %

	Post-Graduation Diploma in Planning and Entrepreneurship
	May 2011 to May 2013
	Human Resource Management
	Passed

	Master of Commerce

(Accounts)
	2012 -  Part 1


	Mumbai University

(Correspondent)
	Passed


Academic:

	DEGREE
	YEAR OF PASSING
	INSTITUTE/UNIVERSITY
	PERCENTAGE

	Graduation

B.COM
	April 2011
	University of Mumbai
	44.71%

	HSC
	Feb 2008
	University of Mumbai
	74.67%

	SSC
	March 2006
	State Board of Maharashtra
	58.00%


HUMAN RESOURCES COURSES:___________                               _______

· Completed Six Sigma Green Belt securing 84% from IACT Global.
· Six Sigma Trained Certified Black Belt securing 48% from IACT Global.
· Performance & Reward Management from IACT Global.
SUMMER TRAINING DETAILS:____________                               _______

Company

: Shri. Khemisati Polysacks Pvt Ltd.

Position

: HR Executive (Trainee) 

Period of work

: 7th Apr 2012 to 7th Jun 2012

Project Details

: Company Overview & Recruitment and Selection Process.

Company

: Radio Mirchi 98.3

Position

: HR Executive (Trainee) 

Period of work

: 13th Feb 2012 to 24th March 2012

Project Details

: Company Overview, Salary, Daily attendance Process.
EXTRACURRICULAR ACHIEVEMENTS:_          ____________________

· Winner of Kabaddi (under 14 girls) in year 2003-2004 at state level.

 ADDITIONAL INFORMATION:_               ___________________________
· MSCIT – Govt. recognized. 

· Tally Certified Professional Course.

· Diploma in Digital Art.

· Diploma in Financial Management.
HOBBIES AND INTEREST:                                                     
_______      __   

Dancing, Swimming.

PERSONAL DETAILS :____                                      ____                              _   

	Date of Birth
	07 September, 1990
	Nationality
	Indian

	Gender
	Female
	Marital Status
	Single

	
	
	Languages Known
	English, Hindi, Marathi.


 I hereby declare that all the information provided by me in this application is factual and 

 correct to the best of my knowledge and belief.
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