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OBJECTIVE

Seeking a challenging career with a progressive organization which will utilize my skills, abilities and education in management while contributing to the development of the organization.
PERSONAL DETAILS

Nationality

:
INDIAN 





Date of Birth

:
4th February 1989

Gender / Age

:
Female / 27
Marital Status

: 
Married
Languages known
: 
English, Hindi and Urdu




SKILLS PROFILE

· 1 year 7 months professional experience in Human Resources and Admin Department.

· Comprehensive knowledge on HR competencies, recruitment & procedures.

· Demonstrates flexibility and adaptability in daily work and to changing strategies procedures.

WORK EXPERIENCE

5TH August2010- 20th February 2012:  Heptagon Consultancy, Mumbai, India
Position:  HR Executive 1year 7 months experience.
Job Responsibilities

1. Recruitment
· Resourcing, screening and short listing resumes through various job portals.

· Short listing the resumes based on the job requirement.

· Conducting telephone and Personal interviews with the HR Manager & Department heads.

· Preparing offer letter, employment contract and job descriptions, completing joining Formalities and documentation.
· Recruited and sourced mid to senior level executives in a variety of disciplines including Sales, IT, Administration.
· Client management, few clients namely Popley and Sons, Notandas Jewellery, WNS, Intelenet, Wipro etc.
Developed and managed recruitment and internal team appropriately. Utilized creative sourcing techniques in order to target and cold call passive candidates as the firm did not have an applicant tracking database system.
Achieving team targets
2. HR Administration

· Maintaining employee’s personal files and records.

· Generation of Experience Letters, Relieving Letters.

· Preparing various letters like offer letter, appointment letter, confirmation letter, increment letter, transfer letter, Absenteeism notice, warning letter, showcase notice, experience/service certificate, relieving letter, etc.
3. Employee Engagement
· Celebrations - Diwali, Ganpati Festival, and other company events

· Effectively managing welfare measures, management - employee get together, picnics & parties.

CORE COMPETENCIES

· Aggressive.





Detail conscious.

· Good leadership skills.




Effective communication skills.

· Ability to maintain interpersonal relations.

Exquisite organizational & management skills.

· Confident.





Flexible in work.

· Experience in handling a team records


Honest ability to maintain confidentiality of work
· Experience in Client Management


Experience in handling a team

EDUCATIONAL CREDENTIALS

· Master of Business Administration with HR specialization From NMIMS
· Masters of Commerce from Rizvi College Of Arts and Commerce

· Bachelors  of Commerce from Mithibai College of Arts , Science & Commerce
· HSC (Commerce) from  Mithibai college of Arts , Science & Commerce
· SSC from St. Joseph’s High School
· MSCIT  from All India Local Self Government
COMPUTER SKILLS

· Knowledge of MS Word, Ms Power Point, Ms Excel.

· Internet

