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Experienced HR Professional

OBJECTIVE:
Highly experienced HR Executive with proven record of facilitating profitability through

expert development and management of corporate Human Resource operations. Develop

& implementing various HR policies, practices & procedure to ensure effective selection,

development and reward of employees by boosting their Morale to support organization

goal& strategies. Looking forward to convert my experiences to corporate successes.
------------------------------------------------------------------------------------------------------
KEY STRENGTH:

A bright, talented and hard working individual with friendly personality & the ability to 

work as part of a team. Possessing excellent communication & hospitality skills. Special 

talent for responsibility and efficiently dealing with situations. Dependable, flexible and

professional. Consistently meet deadline schedules.
------------------------------------------------------------------------------------------------------
CORE COMPETENCIES:
· Talent Acquisition, Training & Development.

· Excellent communication skills.
· Ability to work well within a busy, often fast-paced environment.
· Self-motivated and result oriented.
· Keen to learn and develop new skills.

· Ability and willingness to go extra miles.
------------------------------------------------------------------------------------------------------
PROFESSIONAL OVERVIEW:
· Pro- active with 6 years of relevant experience in different aspects of  Training &
HR Development / Employees Engagement /Statutory Compliances etc.

· Experience in managing the complete tasks involved in recruitment including 
screening, short listing the resumes, scheduling & conducting interviews etc.

CAREER SUMMARY:

01stApril, 2014        
ASST. HR MANAGER

        Till

FLYING IDEAS ENTERTAINMENT
21st Feb, 2015             (Event Management Company)
JOB PROFILE:
· Lead and direct the Human Resource team to deliver a comprehensive HR service to the business.
· Employee Relations managing absence, disciplinary, grievances, sickness etc. Measure employee satisfaction and identify areas that require improvement.
· Providing guidance on development for managers and their teams

· Training: Implementing the training and development agenda; identify areas that need attention and improvement

· Recruitment & retention: managing talent and succession planning; taking overall responsibility for recruitment activity and campaigns.
· Reward advice and support employees on company benefits.
· Implementation of new HR policies, procedures and processes.
· Working with senior managers, coaching them and advising on all people issues.
· Deal with complex disciplinary/grievance and HR issues, using HR and company knowledge evidencing appropriate decision making skills.


15th Oct, 2012

HR & ADMIN EXECUTIVE
         till

LA GRACE RESORT  
19th Mar, 2014
(Joined La Grace much before its Opening)

JOB PROFILE:
Reporting directly to the M.D
· Handled the Payroll of  La Grace Resort, (Aatithya Software)
· Attending to the procedure of an employee during the employment period and also the clearance formalities.

· Performance appraisal and rewards.

· Birthday Celebrations.

· Welfare and motivational activities for staff.

· Placement of staff in different departments.

· Preparation of Induction Programm for employees of different levels.

· Performing all liaison formalities regarding the resort.

· Scanning and short listing candidates as per the organizational requirement.

· To provide assistance and formulate new policies of H.R. in the organization.

· Performing all the major requirements of the HR department as per the requirements.

· Set up and maintain filing systems.

· Employee safety, welfare, wellness, and health reporting; and employee services; 

· Maintaining employee files and the HR filing system

· Arrange conferences and meetings. 

· Compose, type, and distribute meeting notes, routine correspondence, and reports. 

· Greet visitors and callers, handle their inquiries, and direct them to the appropriate persons according to their needs. 
· Set up and maintain paper and electronic filing systems for records, correspondence, and other material. 
· Handling the Accounts/ Finance of the Resort.
· Looking after Resort Website and updating the same time to time.

· Handling the foreign currency exchange.

· Answering the incoming phone calls.

· Handling of Resort Petty cash.

· Attending & solving Guest complaint (e.g Room service, safe locker, wi-fi etc) 

· Posting of all charges & Preparation of Invoices at the time of checkout. 

· Attending Overall Front Desk duties & requirement.


23rd Feb, 2011     
HR/ADMIN & PURCHASE EXECUTIVE / P.A
        till

NATIONAL AGENCIES
30th Jul, 2012
JOB PROFILE:
· Handling the Payroll of the organization. (DMS Software)
· Attending to the procedure of an employee during the employment period and also the clearance formalities.

· Performance appraisal and rewards.

· Done All purchase department related work 
· Performing all liaison formalities regarding the company.

· Scanning and short listing candidates as per the organizational requirement.

· Performing all the major requirements of the all three department as per the requirements.

· Set up and maintain filing systems.

· Maintaining employee files and the HR filing system

· Answer telephones and give information to callers, take messages, or transfer calls to appropriate individuals. 

· Compose, type, and distribute meeting notes, routine correspondence, and reports. 

· Make copies of correspondence and other printed material.  

· Schedule and confirm appointments for clients, customers, or supervisors. 

· Set up and maintain paper and electronic filing systems for records, correspondence, and other material. 

· Conduct searches to find needed information, using such sources as the Internet.

· Handled the Accounts (Income - Receivable) of the company including foreign currency.



10th Nov, 2008    
 HR ASSISTANT 
        till

HOLIDAY INN RESORT GOA
17th Nov, 2010
JOB PROFILE:
· Handled the Payroll of Holiday Inn Resort, Goa.  (PMS/IDS Software)
· Attending to the procedure of an employee during the employment period and also the clearance formalities.

· Performance appraisal and rewards.

· Birthday Celebrations.

· Placement of staff in different departments.

· Preparation of Induction Programm for employees of different levels.

· Performing all liaison formalities regarding the resort.

· Scanning and short listing candidates as per the organizational requirement.

· To provide assistance and formulate new policies of H.R. in the organization.

· Performing all the major requirements of the HR department as per the requirements.

· Set up and maintain filing systems.

· Employee safety, welfare, wellness, and health reporting; and employee services; 

· Maintaining employee files and the HR filing system

· Arrange conferences and meetings. 

· Compose, type, and distribute meeting notes, routine correspondence, and reports. 

· Greet visitors and callers, handle their inquiries, and direct them to the appropriate persons according to their needs. 

· Schedule and confirm appointments for clients, customers, or supervisors. 

· Set up and maintain paper and electronic filing systems for records, correspondence, and other material. 



Oct, 2007
    TELECALLER CUM ASST. MANAGER
      till

   WHIRLPOOL OF INDIA LTD 
Oct, 2008
   ( Margao, Goa )


Apr, 2006  
      STORE ASSISTANT CUM SALES GIRL
       till

     LUIS  & COMPANY LTD.
Sept, 2007      
    ( Margao, Goa )
JOB PROFILE:
· Store and release supplies or equipments
· Compile the records of the supplies.

· Checking the supplies from time to time

· Record the number and the kinds of supplies.

· Securing the status of each supply.
· Greeting customers

· Advising customers on products

· Providing the best customer service possible

· Handling claims

· Processing returns and exchanges

· Building customer loyalty

· Updating sales logs
EDUCATIONAL QUALIFICATIONS:

2007 – 2011
   INDIRA GANDHI NATIONAL OPEN UNIVERSITY


   BACHELOR OF COMMERCE (B.COM)        


2004 – 2006
   DAMODAR HIGHER SECONDARY SCHOOL GOA



   HIGHER SECONDARY SCHOOL CERTIFICATE (COMMERCE)


2004

    SHRI VINAYAK GOPAL SHENVI HIGH SCHOOL GOA


    SECONDARY SCHOOL CERTIFICATE


   

COMPUTER SKILLS:
· Diploma in Tally 9.0

· Certified Course in MS Office.

(Specialization in MS Word, Excel, PowerPoint, Outlook E-mail & Internet.)


I hereby declare that the information stated above is true to the best of my knowledge & belief. 
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→LANGUAGE KNOWN:


English, Hindi, Marathi


& Konkani





→HOBBIES:


Making friends, Reading books & Cooking.


→PERSONALPROFILE:


Date of birth    : 12th April, 


                               1989


Gender             :Female


Marital Status  : Single


Religion           : Roman


                   Catholic





 

















