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	PROFILE                      


	EXECUTIVE LEVEL PROFFESSIONAL IN HUMAN RESOURCE
Executive level professional with over 4 years of experience in OUTBOUND SALES, CUSTOMER support , HUMAN RESOURCES and ADMINISTRATION. 

Dealt with clients for various external and internal correspondences. Profound knowledge and professionally trained in office modules.

Excellent communication skill and good command over written and spoken English

Looking forward to pursue a challenging, senior level and goal oriented career.

	
	

	SUMMARY OF             PROFESSIONAL EXPERIENCE


	1.Red Rock General Trading LLC
DESIGNATION

-HR & Business Executive


       TENURE (DATES)-
- August 2015 to Till Date      
PARTICULARS
· Maintains the work structure by updating job requirements and job descriptions for all positions.
· Maintains organization staff by establishing a recruiting, testing, and interviewing program; counseling managers on candidate selection; conducting and analyzing exit interviews; recommending changes.
· Prepares employees for assignments by establishing and conducting orientation and training programs.
· Maintains human resource staff by recruiting, selecting, orienting, and training employees.

· Maintains human resource staff job results by counseling and disciplining employees; planning, monitoring, and appraising job results.

· Contributes to team effort by accomplishing related results as needed.
2.MALE SQUARE RETAILS PVT LTD (Maharashtra ZONE)
DESIGNATION

-HR & ADMIN(Maharashtra Zone)


   TENURE (DATES)-
- August 2014 to July 2015
PARTICULARS




· Provides job candidates by screening, interviewing, and testing applicants
· Pays employees; distributing checks; maintaining records
· Maintains human resources records by recording new hires
· Orients new employees by providing orientation information 
· Updates job Openings
· Maintaining Sales Records of All the stores (Maharashtra)

· Taking care of all store operation issues
· Handling Stock Movement & Stock issues
· Taking care of the 18 stores 
3.Lobo Staffing Solutions Pvt ltd
DESIGNATION

- HR Executive - Recruitment & Sourcing


       TENURE (DATES)-
- Feb 2014 to Aug 2014
PARTICULARS




· Responsible for sourcing requirements and for complete recruitment cycle Sourcing
· Responsible for closure of recruitment mandates within defined time frame and through cost effective recruitment sources 
· Client interaction, gathering requirements from different groups, client meetings, building relationship
· Conducting telephonic Interview (to check availability, communication skills, project experience, cost and other related factors) 
· Coordinating the interviews line-ups scrutinizing, scheduling candidates, follow ups and facilitating the same till the closure of the position.
4.UNITE BLIND UPLIFT CHARITABLE TRUST
DESIGNATION

-
 HR GENERALIST
       TENURE (DATES)-
-           AUG 2013 TO JAN 2014
PARTICULARS




· Maintains administrative staff by recruiting, selecting, orienting, and training employees; maintaining a safe and secure work environment; developing personal growth opportunities.

· Accomplishes staff results by communicating job expectations; planning, monitoring, and appraising job results; coaching, counselling, and disciplining employees; initiating, coordinating, and enforcing systems, policies, and procedure.

· Contributes to team effort by accomplishing related results as needed.
5. NEWS 24x7 (INTERNET MEDIA)
DESIGNATION

 –
 WRITER

TENURE (DATES)

 – 
MAY 2012 to AUG 2013


PARTICULARS



· Creating web-ready content for multiple websites
· Writing regular blog posts and generating blog topics about the various      industries.
· Stay up to date with industry trends and news
· Produce content to entice and engage visitors, so they continue browsing on the current website.
· Create content that allows the site visitors to get the information they want quickly and efficiently.
6.SHANTI ADS

DESIGNATION 
– 
FRONT DESK OFFICER
TENURE

-
 AUG 2010 to OCT 2011

PARTICULARS



· To Take care of the Reception desk

· To Coordinate with the client and make deals

· To give target to the sales team

· To take Interviews

· To do joining & exit formalities
·  Salary negotiation
·  Providing salary & incentives on the basis of their performance
·  Training & development 
· To give target to Marketing Team

·  Vendor Management 


	
	

	EDUCATION                
	2013           : Graduate -  K.G.Mittal College of Arts and Commerce Mumbai
2009           :  Plus Two - K.G.Mittal College of Arts and Commerce Mumbai

2007           :  S.S.C        -   StAnthony’s High School Mumbai

	
	

	RELEVANT SKILLS      
	· Communication Skills 
               · IT Skills

  · Interpersonal Skills                            · Conceptual Skills



	TRAINING                   


	· Successfully trained and practical knowledge on  CITRIX  training held by   Lobo Staffing Solution MUMBAI


	
	

	LINGUISTICSKILLS


	English (R/W/S), Hindi (R/W/S) & MARATHI(R/W/S).
   Excellent communication skills teamed with the ability to develop rapport with  

   Employees and peers. Poised and confident in dealing with individuals of all levels.



	APPLICATION          SOFTWARES             
	Hands-own Knowledge on MS-OFFICE and OFFICE AUTOMATION CITRIX,INTRANET, Photoshop, CorelDraw & QuarkXPress
 MS Office and conversant with Internet and e-mail applications



	
	

	ACHIEVEMENTS
	· Certificate in being the SEO (Student Executive Head) of the college

· Certificate in Elementary and Intermediate


	PERSONAL PROFILE  


	Date of Birth            :        23/09/1991
Age                           :       23 yrs
   GENDER                   :         Female

Nationality               :        Indian

Issued at                  :        INDIA



	HOBBIES/INTERESTS 


	SINGING,TRAVELLING

	
	


