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	Career Objectives:-


A motivated, results-focused Human Resources professional, seeking an opportunity to utilize skills, and education to contribute to employer objectives, profitability, and success.
	Academic qualification:-


	Course
	College
	University
	Year
	%

	MBA 

	SJPI, Gandhinagar, Gujarat.
	Gujarat Technological University 


	2009- 11
	7.40 CPI

	B.Com.
(Accounts)
	Shree J.B.Thackar Commerce College, Bhuj-Kutch, Gujarat.

	K.S.K.V. KachchhUniversity
	2006-09
	69 %


	Experience:-


Employer:- Ashapura Volclay Limited, Gujarat, India

Worked:- From August -2011 to May-2014
Profile Summary:-

-Payroll Management -Check Daily Attendance -Prepare Leave\ c-off reports -Prepare Over time report 

-Responsible for monthly salary and data filling 

-Contract Labor Management 

-Vehicle Management 

-Responsible for Job Description and KRA of new joinee and employees

-Personal counselling of new joinee on daily basis and employees as and when required
- Experience in voucher preparation and passing for tour expenses and coordinate with account department
-Experience in coordinating meetings with various departments  

-Experience in coordinating with insurance company for mediclaims of employees and account department for payment

- Assist in legal areas 

-Assist and coordinate in Training and Development
	Projects & Trainings:-


1. Summer Internship Project at PARLE PRODUCTS PVT LTD 

Topic of project:- “Training and Development Activities in Parle”.
2. Grand Project at IFFCO, Kandla and GNFC, Bharuch 

Topic of project:-“Employee Assistance Programmes: A Comparative Study of GNFC and IFFCO”.
3. Having first aid certificate.
	Skills &Hobbies: -


· Exceptional computer knowledge for analysing reports in excel and prepare power point presentation

· Good Interpersonal skills, Motivated and positive attitude

· Paper quilling art, Mahendi Art, Painting, travelling, cooking, listening music, making new friends.
	Personal Details:-


Age:-26 years
Gender:-Female

Marital Status:- Married 

Nationality:- Indian

Languages known:-English, Gujarati, Hindi
