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Treesa
 SHAPE  \* MERGEFORMAT 



CAREEROBJECTIVE

To acquire a challenging management position where I can make use of my experience in the field ofHRandtoupgrademyskillsandknowledgetogrowprofessionallyandforbettermentoftheorganizationwith the use of my dedication, determination &resourcefulness.
 SHAPE  \* MERGEFORMAT 



	Year(Duration)
	Course
	Institution/University

	2010-12
	MBA (International Business+HumanResource)
	AMITYUniversity

	2006-09
	B.Com
	Jesus and Mary College-DELHIUniversity

	2006
	HSC
	St. John’s School-CBSE

	2004
	SSC
	Carmel Convent School-CBSE


 SHAPE  \* MERGEFORMAT 



New Delhi- INDIA 





(Aug 2012- Sept2014)
Responsibilities& DutiesHandled:
1. HRExecutive/Coordinator
· Member of the HR managementteam
· Organising the recruitment of staff, coordinating interviews, checkingreferences.
· On- boarding and Induction process for the new employees joining theorganization
· Complete end to end joining formalities for newemployees
· Evaluating competencies & training needs for allemployees
· .
· Provided administration support to the HR Manager in all HR relatedmatters;
· Support HR manager in maintaining training budget for thestaffSupport in drafting contracts for newhires
· Delivery of HR induction module to newjoiners
· Planning, and sometimes delivering, training - including inductions for newstaff;
· Coordinatingwithallpeoplemanagersinallemployeerelatedissuesregardingemployee investigations, absence issues, counselling, grievance, disciplineetc
· Managed time & attendance records forpayroll;
· Developed and implemented corporate policies and other relevantdocumentation
· Dealing with grievances and implementing disciplinary procedures as and whenrequired
· Developing HR strategies along with line managers which consider immediate andlong-termstaffrequirements;
· Analysing training needs in conjunction with departmentalmanagers.
· Conduct exit interviews along with line manager for smooth exit fromorganisation
ITSKILLS

Well versed with MS Windows, MS Office Suite and internetapplications
PersonalSkills

· Able to analyze information quickly and use it to make robustdecisions
· Able to work well with a range of people both within and outside of theorganization
· Ability to interface with clients and Businessusers
· Excellentcommunicator
· Good problemsolver
· TeamPlayer
· Motivator
PERSONALDETAILS

Date ofBirth
:28.05.1988
Gender
:Female
Nationality
:Indian
Visa
: Residence/Dependentvisa
MaritalStatus
:Married
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Languages Known: English, Hindi, andMalayalam
Education





PROFESSIONALEXPERIENCE	25 Months
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