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Monika 

monika.357963@2freemail.com 
CAREER OBJECTIVE:  

· To achieve a position in an organization where my skills and knowledge can be useful for the successful completion of the organizational tasks.

· To become an efficient TEAM MEMBER in a good challenging and rewarding career to gain more knowledge in every field of my career.

EDUCATION QUALIFICATION:-

	COURSE
	SCHOOL/ COLLEGE
	Y.O.P



	MBA (HR) Regular
	SD signodia college
	2013-15

	B.Com (Computer App)
	 Jagruti degree and pg college
	2009-12

	Intermediate
	 Indhra Gandhi junior college, secunderabad
	2007-09

	SSC
	 Diamond jubilee high school
	2006-07


TECHNICAL SKILLS:
	Programming Languages
	C, C++

	Operating System
	Windows 

	Package
	MS-Office , MS Outlook

	Applications
	Seibel  CRM, Oracle


PERSONAL SKILLS:-.

· Quest to lean new system and technologies
· Ability to work in multi-cultural environment
· Good analytical, interpersonal, communicational skills
· Adaptable and daily learner
· Outgoing and friendly
· Confident and self-motivated
WORKING EXPERIENCE:

Worked with Automated Data Processing(ADP)- (March2013- August 2015)

Position: Senior Process Associate  in payrolls

Job Description:  Was in Health and Welfare team which is US health insurance Payrolls. I have handle The Boss Platform  in all the process belongs to that platform as employee insurance benefit services and payrolls , professionally into recruitment for the candidates of Entry level and supervisor, creating Job description for new openings in the company  for inbound and outbound career websites,  taking Performance Management system review for the team on behalf of manager, maintain a relationship with internal and External recruiters in understanding and matching the hiring requirements and ensure timely hiring support to the teams. Coordinating  with all the managers and  Directors  for the Openings. Screening Resumes of the applications.  Was  within 1 year  was  promoted  as senior process associated /Recruiterand also  gave trainings to the new joiners on process and prepared  documentation  for the team  to make the process easy and understand, assisting  to the Business HR  into Induction program 
ACHIVEMENTS:

· Was awarded as TOP GUN  in my organization in first 6months which means being a new employee working equal to existing employee

· Was awarded as EMPLOYEE OF THE YEAR   my performance for the year  was rank 1st
· Award of Honor I helped the Business Unit Team of US in completion of project the duration was 1 month and I finished in15 days for I was complimented as outstanding performance and by mangers as key person of the team.
· Gift Award  This award is given for ideas I gave many  process improvement idea in enterprises team idea was of automation which completes the process by computer automatic in 3 steps were our employee work in 8 steps and I got succeeds
· Achieved many more rewards in origination as Star of the month, Titan of the month, idol of the month etc.

· Was awarded as young manager in college for management event

· Participated in skating competition in state level and other events

· Organized the college events

PROJECTS:

In MBA worked on the project of HR Recruitment services with karvi company for 45 days.

In my organization I worked on the of Employee CES report of 40,000 thousand line project which I completed in 1 week.

Certifications:

· HR Planning

· Recruitment services

· Fundamentals of Human Resources. 

Volunteer Experience:

In ADP was a member of Associate Engagement Team, In which we conduct actives for Employees outings, and organizing events in the company like company day, family day etc.

Was also a head of team innovators  and motivating team to give new ideas for  improvement by sending teasers taking brain storming sessions and following on ideas with senior management team to approve it.

  Volunteer of Tarang Team ADP this team conducts the wellness program for poor people
HOBBIES: 
Reading books, listening   music, travelling, calligraphy writing.

PERSONAL PROFILE:-
Date of Birth
:    04-MAY-1991

              Gender                 
:    Female

 Marital Status
:    Married
 Nationality                
 :    India

 VISA status              : Residence visa (husband’s sponsored) 

 Languages known       :   Telugu, Hindi and English

Current Address      : Dubai, Silicone oasis

DECLARATION

I hereby declare that the above-mentioned information is correct up to my knowledge and 

I bear the responsibility for the correctness of the above mentioned particulars.

PLACE: HYDERABAD

DATE:

                                                                                                 (MONIKA)
