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OBJECTIVE
Seeking a challenging role in the Human Resource department and gain experience in the functions in the field and also utilize my organizational and customer service skills, in order to increase productivity of organization.                                                      

SYNOPSIS
Two years of extensive hands-on experience in human resource field, Recruitment, Selection, Training & development, Payroll, Statutory Compliance & Administration. Supervised permanent and contract personnel. Excellent communication skills with the ability to interface at all levels. A team player who also can work well independently. 
· Exceptional  communication, analytical & inter personal and problem solving skills

· Friendly with an upbeat attitude

· Excellent problem solving skills and a positive approach

· Dedicated and highly ambitious to achieve personal as well as the organizational goals
· Ability to deal with people diplomatically
· Willingness to learn
EDUCATION QUALIFICATION
· MBA in HR with 74 % from C.K. Thakur College (Mumbai University) 2013 
· B.Sc. with 64%from Mumbai university 2008
· H.S.C with second class from Mumbai university 2005
TECHNICAL SKILLS

· Application Packages: MS Office 2003,2007, 2010

· Internet Savvy

ACADEMIC PROJECT UNDERTAKEN
            Company: Deepak Fertilizers and Petrochemicals Ltd
            Industry: Petrochemical
            Project title: Performance Appraisal


Work profile: To study the Performance appraisal system and MBO in DFPCL,

                         Analyze the need for implementation of 360 degree appraisal system

WORK HISTORY
MERIDIAN GEMS Pvt ltd Mumbai, India                                  (July 2013 to April 2015)
        (HR Executive)
Meridian Gems Company is a Jewellery manufacturing company. Which is a sister company of Sanghavi tools.

Key Deliverables: 

· Recruitment, Selection, Training & Development.
· Handling the Selection procedure like screening, scheduling and conducting Interview.
· Induction & Mentoring of new employee within the organization standard. 
· Responsible for Statutory Compliances
· Preparation of Salary, Wages & Bonus settlement
· Maintaining Time record and Leave records of employees.
· Maintaining Personnel file of worker/employees.
· Preparation of Performance Appraisal format of different levels.
· Grievance handling of various staff issues/queries related to various HR Policies.
· Handling Employee’s Full & Final Settlement, Exit Interview process.
LANGUAGE SKILLS 
· English, Hindi & Marathi
: Speak, Read & Write
· Kannada
: Speak
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