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	OBJECTIVE 

	Seeking new challenges, which effectively utilize my experiences and expertise and provide opportunities for knowledge enhancement and career growth. To develop skills in HR management with extensive response and reception to on the job learning


















	STRENGTHS

	· Effective Communication Skills 

· Good Leadership Skills

· Ability to Learn Quickly

· Self-Motivated 

· Team Player


	EDUCATIONAL QUALIFICATION

	Sr.no.
	Exam
	School/College
	Board/

University
	Year Of Passing
	Percentage


	Remarks

	1
	MBA

(Human Resource Management)
	Sandip

Foundation, Nasik
	Pune
	MAR/APR 2013
	68.8%
	FIRST CLASS

	2
	BSc (Comp Science)
	HPT ARTS AND RYK SCIENCE COLLEGE, Nasik
	Pune
	MAR/APR

2011
	66%
	FIRST CLASS

	3
	HSC
	JDC BYTCO COLLEGE, Nasik Road
	Pune
	FEBRUARY
2008
	76.83%
	FIRST CLASS WITH DISTINCTION

	4
	SSC
	ST.Patrick Convent High School, Devlali Camp
	Pune
	MARCH
2006
	81.20%
	FIRST CLASS WITH DISTINCTION


	COMPUTER PROFICIENCY

	· Hands on MS Office, Excel, MS Word, MS PowerPoint, Internet
· Operating system worked on Windows XP, Windows 7



	PERSONAL DETAILS

	Name
	Juhi 

	Date of Birth
	29th August,1990

	Place of Birth
	Devlali, Nashik

	Gender
	Female

	Nationality
	Indian 

	Marital Status
	Married

	Language known
	English, Hindi, Marathi, Sindhi

	Hobbies
	Dancing and organizing events for social cause
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PROFESSIONAL EXPERIENCE





Ashoka Universal School, Nasik, INDIA 				 (October 2013 – December 2016)





Designation: HR Officer and Complaint Handling Cell Coordinator (HR & Admin)





Key Roles:





Implementing HR Policies and Procedures


Recruiting staff for both Admin and Academics as per the requirement placed by the management committee


Verifying the draft and issuing Offer/Appointment /Confirmation/Increment/ Transfer/termination letters


Conducting Induction and Orientation of Academic and Admin staff


Ensuring collection of mandatory documents of new employees as per the joining checklist


Maintaining and updating Employee personal files on regular basis


Ensuring biometric punching of all employees for daily attendance record


Updating attendance muster and leave record on regular basis


Ensuring Bank account opening of all new joiners


Planning and conducting various training program to maximize HR potential


To administer salary – Preparing monthly salary for all the employees


Conducting, providing advice and assisting the management in staff Performance Appraisal


Conducting HR recreational activities like organizing picnics, entertainment etc.


Issuing clearance form to resigned employees and complete the full and final settlement


Listening to the grievances of employees and Parents and providing solutions for the same








