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EDUCATIONAL QUALIFICATIONS[image: image1.jpg]



	Year
	Degree
	Institute
	Percentage/CGPA

	August 2012 to August 2014
	M.B.A.
(Human Resources Management)
	Sikkim Manipal University, Sikkim
	65.33

	July 2009 to June 2012
	B.B.A. 

	Jai Narayan Vyas University, Jodhpur
	64.66


	2009
	Class Xll
(Rajasthan Board of Secondary Education)
	Varun Public Sr. Sec. School, Jodhpur
	68.00

	2007
	Class X
(Rajasthan Board of Secondary Education)
	Varun Public Sr. Sec. School, Jodhpur
	49.50



	WORK EXPERIENCE

	Organization:  Raja Motors (Bajaj Auto Dealership)                                                 Post: MIS & Sales Executive
Place: Jodhpur                                                                                                                        Period: Since1st Feb 2014
Key Skills Gained:
· Gained Key knowledge of Executing HR Processes.
· Take part in Strategic Planning. 
· Perceived DBMS knowledge and got training at Bajaj RO, Jaipur.
· Managing welfare measures like employee development plans, resource development, etc. to enhance motivation levels. 
· Developing and maintaining MIS Reports and other operation reports.
· Maintaining Daily sheet of RTO and Smart Card & Check Ledger Balances of Customers and Sub-dealers.
Daily Tasks:  
· Giving information to the Walk-in Customers about the product with full demonstration.

· Tell them about the schemes, offers and Bonanza.

· Maintaining Daily Sales Report (DSR) of Company and send it to Regional Office.
· Daily Tracking of Counter Sales as well as Rural Sales.
· To keep the track of follow ups done by the Telesales executives.
· To ensure the customer about the after sales services; insurance renewal.
· To contact customers through indirect marketing.
  Monthly Tasks : 
· Maintain the Monthly Sales Reports of the company using HRIS and Excel.
· Prepare the Monthly Targets. 
· Chassis wise stock collection from Sub-Dealers.
Organization:  Bone and Joint Hospital Private Limited                                             Post: HR & Customer Relationship Executive
Place: Jodhpur                                                                                                                           Period:  28thDecember’09 to 15thAugust’13
Key Skills Gained:

· Knowledge of Executing HR Processes, possess an ability to relate and build a harmonious relationship with people across all the hierarchical levels in the organisation.

· Ability in learning new concepts quickly working well under pressure and communicating ideas clearly.

· Managing welfare measures like employee development plans, resource development, etc. to enhance motivation levels. 

Daily Tasks:  

· Represent daily transactions to the directors.

· Keep the records of inward and outward stocks.

· Enhance the motivational level between the employees.

· Conduct interviews of the abnormal cases and make the presentations.

  Monthly Tasks : 

· Maintain the salary accounts of the employees using HRIS.

· Prepare the Monthly financial reports.

· Maintain the monthly records of the patients.

Annually Tasks : 

· Present Annual Report to the Directors.

· Annual inventory management.



	PROJECT UNDERTAKEN

	· B.B.A. Project   Guide: Mr. Manoj Mittal                                                                         Place: Jodhpur
· Attended SARAS DAIRY Human Resource management project in 4thSemester of B.B.A.  
· Complete overviews of Supply chain management, financial management, marketing strategies were studied.
· Presented a report to the faculty members.

	· Professional Enhancement Schedules
· Student Seminar on Performance Management and Appraisal System.
· Group Seminar on Interview process and communication power.
· Completed training in HRIS software.

	· M.B.A. Project Topic: Employee Relationship Management                                          Place: Jodhpur                                                                                    
· In depth study of the tenure, strategies, and process was done.
· A comprehensive report for this study was prepared.
· Presented the report to the University through MIS.


	TECHNICAL SKILLS

	· Operating systems :  Windows, Linux
· Tools and technologies: Tally 9 ERP, HRIS, Adobe Photoshop, MS-Office.
· Typing speed 35 wpm.
· Excel knowledge including Pivot Table, V lookup and H lookup.


