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OBJECTIVE
To seek an opportunity enabling a challenging and encouraging environment where I can effectively contribute my skills and play a creative role in service to organization.
ACADEMICS
· Pursue “Master of Business Administration”(MBA) From Sikkim Manipal University Distance Education, India

•
Completed graduation in "Bachelor of Computer Application" in August 2012 from Janardan Ray Nagar Rajasthan Vidhyapeeth University (JRNRVU) which is affiliated from UGC -AICTE-DEC (Deemed).

                                 Passed 1st Year With 73.7%
                                 Passed 2nd Year With 74.4%
                                 Passed 3rd Year With 81.2% (Aggregate – 76.43%)
•
INTERMEDIATE (12™): from Ajmer Board, Rajasthan in the Year of 2009 in COMMERCE.
· 10th from Ajmer Board Rajasthan in the Year of 2007.

TECHNICAL SKILLS
Computer Proficiency
:     MS-Word, MS-Excel, Power Point,      
  



      Internet Operations.
TRAINING
· 30Days Computer basic Training at Dewsoft Computer education from Udaipur (Raj.).

EXPERIENCE
· Worked at “Manglam Patient care”, Udaipur for Three months from Aug., 2009 to Oct., 2009 with position of Computer Operator where my responsibilities were :

· To handle the account section,

· To guide and maintain proper services provided to customers.

· Successfully coordinated and hosted numerous client seminars & camps.

· Worked at K & C System, Udaipur for Six months from June, 2009 to Nov.  as Computer Operator (Data Entry) where my responsibilities were :
· To handle Ads Posting (Data Entry).

· Organisation’s Online Work Handling.
· Worked at “Hotel Devi Palace”, Udaipur for 1 Year & 11 month from October 2011 to August. 2013 with position of Front Office-Executive where my responsibilities were :

· Prepared biweekly time, expense and travel report.
·   Managed invoicing and billing processes.

·   Control of Online work of organisation.

·   Control and Maintenance of Stock Department.

· Worked at “Miraj Group (Miraj Multicolour Pvt. Ltd)”, Udaipur from September 2013 to August. 2014 with position of F.O- Executive where my responsibilities were :

· Daily Reporting Sales Person & Monthly  Updating  Sales Touring File
· For Monthly Expenses Detail.
· Daily Prepare Order, Maintain Sales bills & Update Data In Insurance
· File.         
· Maintain inward & dispatch Register. & monthly Courier All Party 
· Statement.
· Daily Check Punches on Corporate care & Update Data of leave, Exit
· Pass/PPS & Duty Pass.
· HR- Maintain Attendance Sheet on Software(Excel) & Manually, Leave
· File PPS/Exit Pass, Duty Pass, and Trainee & Attendance Register. 

· Daily Follow-up Time sheet in Hy-Decor through production Report &
· Punch report.

· Monthly Check & Prepare Expenses As Employee Bike & Tour Bill
· Reimbursement expenses, Courier bill.
· At present I am working in Miraj Group (Miraj Entertainment Ltd.) Udaipur from September 2014 to till now  with the position of          Jr.HR- Executive , Here my responsibilities are:
· Responsible for punching system of all location of Miraj Entertainment Ltd. and attendance monitoring in software corporate care.

· Attendance updating in excel sheet on daily basis of all Cinema Locations

· Responsible for allotting assets to new joinees of Miraj Entertainment Ltd. as existing employees like Laptop, Mobile Phone, Visiting Cards and monitoring of assets provided under the guidance of AM-HR.

· Responsible for updating employee’s personnel files for Miraj Entertainment Ltd.- Team Associate ensuring that all required documents have been received from Location and handing over to Adecco timely.
· Prepare & Check Adecco -salary detail on monthly Basis & approved Final Invoice by HOD.

· Update Miraj Entertainment Ltd. - Attendance & generate salary on corporate Care under guidance of AM-HR. 
· Check Adecco India Pvt. Ltd. - one time Compliance fee & Setup Fee of Team Associates-New joining on Monthly Basis.

· Working & Generate PF & ESIC Challan of Miraj Entertainment Ltd. on monthly basis under guidance of AM-HR.   
· Ensure proper disbursement of Bank A/c Forms, Appointment Letters, ESIC Cards, and I Cards of MEL Staff & Team Associates.

· Co-ordination with Adecco India Pvt. Ltd. (Consultant) for Settlement of PF & ESIC Claims of Team Associates.

· Maintain record of approved TA Bills of MEL in Excel Data Base Format.

· Check Tour Bills of MEL-Staff as per Company HR-Policy.
· To assist Asst. Manager-HR
Key Area :
· Joining Formalities

· Payroll Process

ACHIEVEMENTS
·  Mr. F-tech at F-tech Computer Education in the year 2008.

·  Passed B.C.A(Bachelor of Computer Application ) with Honor 76.43%
STRENGTH
· Hardworking.

· Punctual 

INTERESTS
· Listening to music.

· Making short term targets.

· Computer’s
PERSONAL DETAILS
Age
:
24
Marital Status
:
Bachelor

Father’s Occupation
:
Service, Reliance chemotex, Udaipur (Raj.)

           Place                       :          Udaipur (Raj.)

