Aparna 

(Having a vast experience in administration and expertise with HR recruitment and coordination area with 1.4 year of professional experience as an Administrative Assistant and HR admin area)

Summary:

To enhance my working capability, professional skills, business efficiencies and to serve in a professionally led organization in the best possible way with commitment to job.

Education:

· PGDM (Human Resources), Sanskriti School of Business, Vadodara,

 2012 - 2014
· BA (Industrial Psychology), MS University, Vadodara, 



2009 - 2012
· One year program in Cabin Crew & Ground Handling, 



2008 - 2009
· HSC (science) with 63.15%, GHSEB, 





2007 - 2009
· SSC with 78.29% from GSEB, 






2006 - 2007
Technical Skills:

· Recruitment, Screening

· Administration, Documentation

· Drafting Letters and Memos

· Inward & Outward, Counseling

· Training, Personality Development

· Communicative English

· Pre-Placement

Key Strengths:

· Good Listening Skills

· Ability to convince people

· Willingness to Learn

· Communication Skills

· Positive Attitude

· MS-Word, MS-Excel, MS-Powerpoint, Internet

Professional Experience:












Feb 2015 to till date

Designation: Administrative Assistant
Roles and Responsibilities

· Drafting letters and memos.

· Making Minutes of Meetings.

· Documentation

· Attending and transferring calls to the respective departments.

· Issuing various certificates to the students.

· Taking care of inward and outward of posts.

· Checking mails and the website of the college.

· Replying to the mails.
· Making HR policy for the college.

· Lecture on Communicative English.

· Making and issuing Transcripts and Certificates to the students.

Talent Acquisition Executive at AK Systems, Baroda, 


Nov 2014 – Dec 2014

Designation: Talent Acquisition professional
Role and Responsibility

· Understood the job profile i.e. what the management requires in a candidate for the position shared.

· Used various sources, such as portals, social media sites, head hunting, discrete reference based talent search, to find the most relevant candidates as per the management’s requirement.

· Resume search, resume screening, and finding relevant candidates.

· Approaching the candidate and explaining the entire job profile to the candidate and understand his own job profile to ascertain the relevance of candidate as per the company requirement.

· Understanding the candidate’s expectations in terms of salary as an entire package as well as take home salary and negotiating in case of very high expectations and helping out with expectation in case of a candidate not having a clear idea about the probable pay package.

· After initial discussions with the candidate, forwarding the candidature to the management towards the opening.

· Coordinating with the shortlisted candidates and the client in regards of interview schedule arrangement, document submission, and every other enquiry/development before and after the candidate joins the company.

Languages Known:

· English, Hindi, Malayalam and Gujarati.

Personal Details:

Name


:Aparna 

Date of Birth

:August 6, 1990

Nationality

:Indian 

Gender


:Female

I hereby declare the above information is true to the best of my knowledge and belief.

Place
: Vadodara

Date
:                        










                                                                                                                                             (Aparna)
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