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SHWETA


	CAREER OBJECTIVE:


To utilize my skills with complete sincerity and work towards building a challenging career in a growth oriented and leading edge organization that recognizes and values individual work contribution towards the smooth running of the organization.

To obtain challenges in professionally managed organization. I can contribute to the successful growth and development of the organization utilizing my own personal abilities and skills.

	ACADEMIC QUALIFICATION:


· PGD (Journalism and Communication) from Asian Academy of Films & Television, Noida. (October 2013)

· Graduate from Delhi University (B.Com)

· 12th passed from C.B.S.E.
	PROFESSIONAL QUALIFCATION:


· Knowledge in computers & Tally versions.

· Knowledge of MS Word, MS Excel, Note.

· Know Editing in Adobe Premium Pro, FCP.

	WORKING EXPERIENCE:


· Worked with INTELLECT CARRER SOLUTION as HR exe.(July 2010 to 11th February)

· Worked with Right Advisors Pvt. Ltd(16thFeb. 2011 to 30th April 11)
· Worked with VPS Consultant PVT ltd as Sr. HR Executive(1st May 2011 to Sep 2012)
· Worked with India News Production (Output) from Oct 2013 till Nov 2014.

· Worked with Market Times TV (India First Commodity Business Channel) in Production Output as Assistant Manager HR(Nov 2014 to April 2015)
· Currently working with as Human Resources Supervisor.
	ROLES AND RESPONSIBILITIES:


· Handling complete recruitment cycle from sourcing to joining for all verticals in different domains

· Recruit for all levels from junior to middle level requirements.

· Source the candidates using different Research- techniques viz. References, Internet, and Advertisements etc. 

· Doing job posting on different job portals. 

· Screening and Short-listing of CV's received through E-mails, and matching profiles with our client's requirements. 

· Interview (Preliminary), the short-listed candidates. 

· Scheduling the interviews of the short-listed Candidates with Clients.

· Interacting with the Clients and candidates for feedback of the Interviews held. 

· Conducting orientation part for the employees.

· Making and managing Client relations.

· Managing the database of the company. 

· Handling the middle as well as senior level profile. 

· Comfortable with most of the job sites in India like naukri.com, monster.com, timesjob.com etc.

· Salary negotiations, taking care of candidates' joining the client

· Candidates Reference check

· Taking care of in-house recruitments also

· Managing promotional activities as well handling some part of production activities.

Worked with Market Times TV (India First Commodity Business Channel) in Production Output (Nov 2014 to April 2015)
• Generating PR.
• Manpower handling and coordination work with newspaper dealers
• Story Writing for News Paper and website
• Handling Production for Website
• Handling post production and pre production part
• Know Editing in FCP & Adobe Premium Pro

Worked with India News in Production (Output) from Oct 2013 till Nov 2014.

· Know Script writing, Package writing, AV, AVB.

· Doing Voice over.

· Editing in FCP.

· Having knowledge of PCR.

· Can generate PR.
Worked with VPS ConsultantPVT ltdas HR Executive (May 2011 to Sep 2012) 

· Handling complete recruitment cycle from sourcing to joining for all verticals in different domains.

· Recruit people for all levels from middle to senior level of positions.

· With VPS Consultant I worked for multiple domains.

Domains

Handling recruitment in different industries (IT/Non IT, Hotels, FMCG Sector, Automobile, IT Sector)

Worked with Right Advisors PVT Ltd as Executive HR (16thFeb. 2011 to 30th April 11)

· Handling complete recruitment cycle from sourcing to joining for all verticals in different domains

· Recruit for all levels from middle to Senior level requirements

· Domain handled for recruitment in industries are EPC, ECC 

· With RightAdvisors I  worked for Larson & Tubro (L&T)

Domains

Handled recruitment in different industries (LPOs,IT, BPO/KPO,Automobile, EPC, ECC, middle level to senior levelpositions.)

With Right Advisors I m working for L&T 

Worked with INTELLECT CARRER SOLUTIONas Executive HR(July 2010 to 11th February 2011)

· Handling complete recruitment cycle from sourcing to joining for all verticals in different domains

· Recruit for all levels from junior to middle level requirements.

· Doing job posting on different job portals.

· Screening and Short-listing of CV's received through E-mails, and matching profiles with our client's requirements. 

· Scheduling the interviews of the short-listed Candidates with Clients.
· Comfortable with most of the job sites in India like naukri.com, monster.com, timesjob.com etc.

· Salary negotiations, taking care of candidates' joining the client

· Candidates Reference check

Domains

Handled recruitment in different industries (LPOs , IT , BPO/KPO , Automobile middle level to senior level positions.)

College Projects:

· Mise-en Scene for 1 min

· Single Cam News

· Multi Camera

· Documentary on Female Foeticide

	STRENGTHS:


· Smart Work and honesty
· Out of the box Thinking/ Innovation

· Adaptable

· Responsible
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