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Seeking a position in Personnel or Human Resources Management where my academic credentials coupled with my professional work exposure will allow me to make a significant contribution as an integral part of a progressive company.
Profile
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· Excellent communication skills; written and spoken, allowing task execution with optimum ease and efficiency 
· Applied and acknowledged time management skills, facilitating accurate and effective work completion following stringent timelines 
Academic and Professional Credentials

Masters in Industrial Relations & Personnel Management (M.I.R.P.M.) | Tirpude College | Nagpur | India | in First Division.
Bachelor of Commerce | Nagpur University | Nagpur | India | in Second Division
Higher Secondary School | Hislop Junior College | Nagpur University | India | in Second Division.
Secondary School Certificate | St. Joseph's Convent | Nagpur | India | in First Division.
Certification Course
M.S. Office /M.S.C.I.T | Tally 9.0 from SJTI Institute | ‘C’ programming language from Atlanta Computer Institute.
Typing 30 w.p.m. in ‘A’ grade.
Work experience

Currently working in Lighthouse Info system Ltd. ( I . T. Park) | Nagpur| India from June 2014 as HR Functional Consultant cum HR Executive
Job Role (HR Functional Consultant)
· Currently working on Lighthouse Enterprise Resource Planning (ERP) in the HR module and assist in giving training to over 50 clients all over India. 
· To maintain help file with every updated version of ERP’s 
· To assist in giving end to end client support on any HR related matters including attendance, payroll, bonus, loans, etc. 
· To assist in making HR related projects in order to diversify HR into the ERP. 
· Arrange for new employees’ induction training and other trainings as applicable. 
· Basic knowledge of PL SQL 
· Implementation assistance and support in Projects like : BAIDYANATH, SUPER SMELTER LTD. , EASTERN STEEL AND POWER LTD. SOHAR STEEL (MUSCAT), HASAN JUMA BACKER (OMAN), INDIAN CARBON LTD. , ROHIT FERRO-TECH LTD. , TAG CORPORATION, TAMBOLI OSBORN METALTECH PVT. LTD , GAGAN FERRO-TECH LTD, ADCC INFOCAD PVT LTD. , SUPREME AND CO. , DIFFUSION ENGINEERS LTD. MGM GROUP etc. 
Job Role (HR Executive)
In the role of Hr Executive my duties are:
· Communicate vacancies and their requirements to consultancies 
· To update the software time to time with employee details. 
· Maintain Employee Dashboard 
· Credit leaves on pro-rata basis and update it. 
· Assist in Attendance and Salary generation. 
Jaika Motors Ltd.| Nagpur | India
Internship: Training and Recruitment Process | Jun 2013 to Aug 2013
Recruitment Assistance:
· Was responsible for communicating recruitment schedule to the managers and candidate based on the open positions interview schedules floated by the recruitment in-charge. 
· Updated recruitment tracker as per the positions closed per month. 
· Received, acknowledged and maintained tracker for all the walk-in Resumes dropped at the office. 
General HR Assistance:
· Helped in maintaining the attendance record of employees. 
· Assisted in calculation of monthly salary. 
· Prepared executive-wise monthly performance of sales staff 
· Prepared power point presentation and other reports for monthly management meetings. 
· Maintained and communicated training plan to all the departments 
· Assisted in co-ordination training arrangement – date time fixing, venue finalization, etc. 
Icon Elevator & Electrical | Nagpur| India
Office Assistant | Jan. 2011 to Jan. 2012
Job Role:
· Handled joining formalities and bank account opening to enable salary allocation smoothly 
· Maintained attendance logs and generated monthly reports of employee in-out time and attendance. 
· Submitted and maintained employees leave requests 
· Assisted in monthly salary calculation and distribution for all employees 
· Communication of all staff related announcements and rule or policy updates 
· Drafting and issuing, post approval HR related letters like Offer Letter, Appointment Letter, Termination Letter, etc. 
Personal Details & Contact

Languages known : English, Hindi
Date of Birth
: 13th April, 1990
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