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CAREER OBJECTIVE
· Successful human resources executive with track record of making positive changes in organization’s culture, developing motivated staff, enhancing professionalism, and leading HR operations to an increased organizational effectiveness. 

ACADEMIC QUALIFICATION
	Period
	Degree / Examination
	Institute/University
	Percentage Obtained

	2014
	MBA(Human Resource)
	Indira Gandhi National Open University
	Correspondence

	2011
	BCA
	Gujarat University 
	67%

	2008
	H.S.C
	Gujarat Board
	52%

	2006
	S.S.C
	Gujarat Board
	86%


WORK EXPERIANCE
	Name of Organisation
	Location
	Working Period
	Designation

	P.P.Savani Internaional School
	Surat,India
	December 2014 to Febuary 2015
	HR 

	Moovers The Travel People
	Surat,India
	January 2012 to November 2014
	HR Executive


KEY ROLES AND RESPONSIBILITIES: 

· Handling end to end Recruitment & selection process.
· Co-coordinating with placement consultants and negotiating on Contracts.

· Sourcing and screening of candidates.

· Follow-up the selected candidate.

· Maintain the all kind of Candidates database separately e.g. Selected - Not-Selected
Candidates, Under-Considered Candidate, On-Hold Candidates.

· Update MIS reports on monthly basis.

· Issuing offer letter and Appointment letters.

· Managing Induction Programs.

· Supervising the completion of joining formalities and ensuring that employees settle into their new roles.
· Acquainting the new employee about the company & its policies. 
· Payroll processing for monthly transfers of permanent, temporary and employees.
Update salary record of new joiners in HRIMS.

· Working on proposed package of new joiners and revised package of existing employees
Resolve PF and ESI related issues.

· Initiating the Performance Appraisal Cycles.
·  Support Head HR in Scheduling and conducting Performance Appraisal meetings with various Department Heads. Participate in discussions and give in HR recommendations.
· Assist Head HR in executing the relative ranking system 
working towards improving PMS for providing rewards/appreciations for successful performers.
· To ensure that Attendance Systems are followed and salary of employees administered timely. 
· Responsible for employees Probation Evaluation and Confirmation Letters are sent in time.
Ensure proper payroll administration and effective wage management across multi location offices. 
· The incumbent would be in charge of PF/ESIC, Medical reimbursements etc. as well as general administration. 
· Negotiating and amicable settling of issues among the staff arising due to Policies, Time Office, and Salary & Wage Administration matters.
· Counselling/ mentoring of the employees to maintain a healthy work environment and facilitating.
· Handling all resignation Cases. 
· Taking Exit Interviews and proper filling up of Termination forms by exiting employees before forwarding to accounts department for Full and Final Settlement.
KEY STRETHGN 

· Ability to communicate at all levels

· Ability to successfully work within a team environment across functions and levels.

ACADEMIC ACHIVEMENTS


· First in SSC at Kotak Self Finance School awarded with Trophy and Certificate 

· First in FY BCA at H N Shukla College of IT and Management

OTHER ACHIVEMENTS & PARTICIPATION

· ‘Swarnim Star Award’ for Co- Curricular Activity from Swarnim Gujarat awarded by honourable Chief Minister Shri Narendra Modi.

· Best Student of the year from H N Shukla College in 2011

COMPUTER PROFICIENCY

· Programming Skills:  C++, Java, HTML/HTML5, Java Script, PHP, Web Service, MS Office, Tally, Oracle 9i, and SQL.
· Operating System: Windows 7, Windows 8, XP and Vista.
PERSONAL DETAILS

Date of Birth:
May 14, 1991

Sex: 

Female

Marital Status:
Married

Language Proficiency:
English, Hindi and Gujarati 

