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Work Experience

Intelliswift Software, Inc. - Andheri (E),
Mumbai


Dec 2014 - Aug - 2015
Executive - Legal and Immigration (US)
•Taking care of the entire-to-CorpW2 and Corp contracts
•Handling  1099,-1Boffer H
•Handling  the  compliance  part-boardingandprocessall oftheCandidateson and Contractors
•Handling Client Background Check Audits •Taking care of Immigration-LCA's,Letters
•Assisting the HR manager in the entire process •Handling the entire backg •Formatting all kinds of documents as per request
•Joiningormalitiesf
•Handling employee database (both in soft form and file/folder management) •Preparing daily worksheets/reports
•Coordinating  with  the  upper  level  management  and  employees
Value c Consulting Services Pvt. Ltd -
Oshiwara, Andheri (W), Mumbai


Oct 2013 – Apr 2014
HR & Immigration Specialist
•Handling  recruitment  for  US
•Immigration,  work  visas  and  work  permit  services  for  USA,  Canada,  UK
•Filing different types of visas up to end level (Filing LCA, all Forms of H- 1B and letters as per the
Client) •Assisting the senior HR in implementing HR policies & strategies •Identifying the needs for Human Resources •Handling internal recruitments •Joining formalities
•Handling employee database (both in soft form and file management) •Employee Induction and Orientation Program •Human Resources Administration •Handling Disciplinary issues
•Database building, creating and maintainingMIS required and relevant •Observing the workforce and keeping track of their activities
•Preparing daily worksheets/reports •Maintaining the records of employees and performance •Coordinating with the upper level management and employee
•Employee management
Balaji Fashions - Malad (W), Mumbai
Jun 2012 – May 2013

Admin Assistant & Assistant Accountant
•To  take  care  of  basic  accountsTomanageof chalans,thef andctoryreceipts•of products delivered
•To prepare worksheets of different products based on price, size, and num •To manage attendance and workforce
Hutchison 3 Global Services - Malad (W),
Mumbai


Nov 2010 - Mar 2012
Sales/Upgrades Advisor
•To  handle  the  entire  Mobile  Service  Provider  'Crazy  John's'  in  Australia
Phones based on contract
•To sell Sim services
•To manage deliveries to customers after placing orders
•To check stock availability in the warehouse •To achieve targets
Education

Welingkar Institute of Management Studies,
Mumbai


September 2015-2017
PGDM in Human Resources Management
	Annamalai University - Tamil Nadu
	2007 - May 2010



Bachelor’s Degree in Computer Science
Sardar Vallabhbhai Patel College of Science -
Kandivali (W)


2004 - Feb 2007
Higher Secondary Certificate in Science
	St. Anne's High School
	May 2004



Secondary School Certificate in all subjects as per the board
Skills

•Ability to work independently or as a team player, also an enthusiastic, quick learner who is effective in organising job functions and developing efficient solutions
•Other knowledge of Adobe Photoshop, Corel Draw, C, C++, Java, .Net •Soundknowledge of computer hardware and troubleshooting
•Good knowledge of system updates, fixing bugs, installation of OS of mobil locomotives •An inbuilt talent of an artist ( memory drawing, sketches..) •Sound knowledge ofownredpairingmotorcycles

