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CAREER OBJECTIVE:

Focused to work in a challenging, interacting and learning environment where I can contribute efficiently to the organization and grow as an HR Professional.

 MANAGEMENT PROFILE:

Functional Strengths
Ability to develop communication, follow the assigned work through successful implementation. A keen understanding of responsibilities, aptitude to add ‘value’ to the organization. 

Leadership Abilities 
Ability to lead a small team through understating approach and vision to earn respect of colleagues. Ability to produce favorable results in a demanding environment or in crisis situations.

Personal Qualities
The capability to leverage excellent inter-personal skills for creation of ‘goodwill’ and ‘credibility building’ for the organization. Capacity to establish communication with colleagues at every level in the hierarchy and achieve collaborative teamwork.  

Additional Qualities
Belief in self to provide support to the organization to realize its long-term business objectives through operational excellence and successful implementation of plans. A quick learner.

Professional Summary                                                                                                                                                                                                                  
· Attendance management, induction program, administration, maintaining personal files of employees, employee relation, salary processing. 

· Responsible in end-to-end recruitment process.
Work Experience 


· LYALLPUR UNIFORMS PVT. LTD.
       APRIL 12 – MAY 13
    JUNIOR HR 
· LYALLPUR UNIFORMS PVT. LTD.
        MAY 13 – TILL DATE 
HR EXECUTIVE 

Role & Responsibilities:

Job Profile: 
·  Payroll Management. 

· Salary computation for all level of employees.

· Responsible for organization-wide Learning and Development activities.

· Responsible for internal and external training co-ordination and administration

· Conducting Interviews, Salary Negotiation & Offer letter roll out.

· Handling background verification process to make sure that the information submitted by candidates is authentic.

· Managing the induction process 

· Responsible for handling all day to day grievances of employees to ensure smooth functioning of organization.

· Performance Management

· Overtime Management

· Attendance Management

· Maintaining leave records 

· Employee Engagement Activities

 Recruitment & Selection:
· Handle Senior Level Positions – Handle middle and senior level positions including CXO level positions.

· Work on Job Portals – Well versed of Naukri, Monster, Times job portals.

· Understand candidates and check their interest – Talk to candidates, convince them regarding positions and develop interest.

· CV Short listing & Interviews – Share profiles with HR manager, get short listings and arrange interviews as per the HR manager requirement and ensure maximum turn up ratio with maximum closures.

· Follow up – Once candidate get selected take follow up until he/she joins.
· Team Handling – Handle a team of 5 – 8 members and ensure to get the best performance from them.

Additional Information:    
· Good communication skill.

· Willingness to learn

· Strong motivator and a team player.

TECHNICAL SKILL:

· DOEACC ‘O’ LEVEL

· MS-OFFICE

· MS-WINDOWS

· INTERNET

· ACCOUNTING PACKAGE ‘TALLY’

EDUCATION QUALIFICATION:
· Master of Commerce
· From SHOBIT UNIVERSITY

                               2014

Meerut (UP)

(Percentage Obtained-65%)
· Bachelor of Commerce
Allahabad University





       2012
(Percentage Obtained- 54.4%)

· Intermediate in Arts

      U.P. Board






       2009
          
      (Percentage Obtained- 58.6 %)

· Matriculation 
      U.P. Board






        2007
          
      (Percentage Obtained- 62.8 %)

 PERSONAL DETAILS:
· Date of Birth:
             4th December, 1993
· Gender:


 Female

· Marital Status                      Single
· Languages Known:
            English and Hindi

· Hobbies:


Writing diary, travelling, meditation & yoga
