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CURRICULUM VITAE







 Designation:  HR Specialist/ Secretary
Objective: To become a good professional in HR/ Admin and Secretary field
Knowledge of UAE Labor Laws
Knowledge of Visa Procedures

Knowledge of Word, Excel, PowerPoint
Total 6 years of Experience in HR, Admin and Secretary Field in India and UAE
Qualification:

· MBA in HR from SIKKIM MANIPAL UNIVERSITY 2008-2010 70%

· DIPLOMA in LABOUR LAW from BHAVANS 2009-2010 56%

· BCOM from MSU  2005-2008 60%

· HSC from Don Bosco 2003-2005 60% 
· SSC from Auxilium Convent 65%

Experience: 
· Last Job  in Ocean Marine Ship Repairs LLC as HR Specialist/ Secretary in Dubai
· BPOSOFT SOLUTIONS as Senior Executive HR (Baroda,India) from 1st April 2013 to 30th November 2014.  

· Vijayjyot Seats Pvt Ltd as Senior Officer HR.( Baroda, India) from 1st September 2012 to 30th December 2012.
· LonsenKiri Chemical Industries Ltd. (1 Year) (Baroda, India) from 1st November 2011 to 30th August 2012.
·  Previously Working with DR Reddy Foundation as HR Executive.(2.5 Years) (Baroda, India) 8th May 2009 to 18th October 2011.
Payroll: Calculating wages for more than 1000 employees and Overtime   Calculation 
Preparing Invoices

Preparing Allowances of Workers
All PRO Works

Recruitment:
· Managing the complete recruitment life – cycle for sourcing the best talent from diverse sources after identification of manpower requirements.
· Dealing with recruitment agencies

· Experience in mass hiring
· Planning human resource requirements in consultation with heads of different functional & operational areas and conducting selection interviews.
· Gathered resume of candidates from various sources, arranging interview, short listing the resumes, Recruitment and selection of best candidate.

· Prepare Offer Letter, Appointment Letter for new recruited employed.

· All formalities of new employee i.e new employee joining form, PF and Gratuity and Opening a new bank account.

· To give induction to new joinee and orientation of all department to new joinee.
Liasoning & Statutory Compliances:

· Preparing Apprentice compliances like APP 1, APP 2, APP 3, APP 4

· Preparing Employment Exchange Return like ER 1, CNV, ER 2

· Prepare monthly PF Challan, 12A Revised, and form No 5, 10 and responsible to fill up the forms 19, 10C, 20, 10D

· Maintain Records and files under the factory Act.

· Handling Disputes, Grievances of Employees as a member of work’s committee.
Training & Development:

· Identifying the training by analysis based on Need identification form, appraisal reports, Goal setting & Feedbacks & organizes to conduct various training programs

Administrative Work:

· Ensure that all the equipments in the office are working properly.
· Taking Appointments.
· Arrangements for Travel Tickets.

· Arrangements for payments of Electricity Bill, Telephone Bill, CUG Card Bill, Data card Bill.

· Maintaining all employees record with their documents.

· Maintaining daily attendance of employees.

· Arrangements of ID Card of employees.

· Arrangements for IT Instruments for new joinees.
· Arrangement for Payments

· Booking Hotels and Rooms

· Arranging Meetings and Conferences
· Handling Phone Calls
Policy Implementation

Performance Appraisals
Job Description

Job Specification

Job Analysis
Housekeeping

Canteen

Event Management

Grievance Handling
Curriculum Activities:

· Workshop attended on Improving Personal Effectiveness.

· CR in 2nd Semester.

· Head of Placement Committee.

· Participated in MBA Shoppe.
Hobbies:

· Cooking

· Dancing

· Watching movies

· Traveling
Specialties:

· Good Communication Skill 

· Good Computer Knowledge

· Hard Working
Languages Known:

· English

· Hindi

· Gujarati

· Sindhi

Personal details

· DOB: 

            3rd Dec 1987.
· Marital Status:
 Married.
· Sex:


 Female.
· Nationality:        
 Indian.
· Religion:

 Hindu.
