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Vishakha

Contact
:  Whatsapp +971504753686 / +919979971283
E-Mail
:  vishakha.375836@2freemail.com 
Seeking job in Human Resource Management with an organization of repute

	Career Abridgement :


· Master of Business Administration with over 3.4 years of experience in HR Co-ordination, Recruitment Sourcing to onboarding and general administration.
· Very good in multitasking. Fast learner and eager to learn more in management. Ability to work individually, In group
	Area of expertise :


▪ Recruitment                                                                                                   ▪ Document and Reporting
                ▪ Payroll Processing 


                                             ▪ People Oriented 
▪ Induction                                                                                                        ▪ Employee relation 
▪ Performance Management                                                                         ▪ Office Administration 
▪ Corporate wellness                                                                                        ▪ Organized and Time Management 
▪ Confidential Record Keeping                                                                       ▪ Team Building and leadership 
	Organizational Exposure :  


· Organization:  Cooper Corporation Pvt. Ltd., India. 

Company Description: Consistently delivering high quality castings for over 75 years, Cooper Corporation is today a market leader in automotive industry. The Cooper Corporation is Manufacturing Cylinder Liner, Crank Shafts, Cylinder Block, Cylinder Head & core product of Company is Railway Cylinder Liner & Head. Company is also manufacturing 2 cylinder, 3 cylinder, 4 Cylinder, 6   cylinder Engines as well as Power Generators. Annual turnover of Cooper is 450 Crore.   
Designation
: Jr. Officer - HR

Duration
: 9th Oct, 2013 to 4th Jan, 2016
Responsibilities
:
HR Operations
· HR Planning: Recruitment, Selection, Induction, Placement, HR manual framing, Policy framing and implementation

· Personnel Record: Appointment, Confirmation, Promotion, Full & Final.
· Maintain and update hard copy personnel record systems containing all Employment-related information.
· HR Policies: Designed HR manual with the help of management for the Cooper Corporation and start the process of the proper implementation of the policies.

· Update Job Description. 

· Maintain and update company’s organizational charts.
· Performance Appraisal: Evaluation through KRA.

        Recruitment & Selection:

        Talent Acquisition & Management -

· Management of end to end recruitment life cycle for identifying best talent from diverse sources from entry level to middle management level.

· Organizing walk-in and interviews.

· Reference Check of new joinee.

· Preparation of Offer Letter & Follow up with candidate for joining post offer.

· On boarding & Induction of new joinee.

· Conduct Exit Interview

        Joining Formalities -

· Making new entries for new entrants, Generation of Employee code, Employee ID Cards

· Preparation of offer letters, Appointment Letters, Probation/Confirmation Letters, Extension Letter, Termination Letters, Etc.
· Processing bank account formalities.

· Sending Introduction mail to all employees about new joining.

        Payroll & Statutory Compliance –

· Assist in Payroll Process

· Maintaining all data related to Employees, Example: Employee Master, Payroll Data etc.

        Statutory Compliance -

· Provident Fund, ESIC etc.

        Employee Relation- Activities & Responsibilities

· Maintained cordial relations with the Employer and Employees.

· Maintained peaceful healthy working atmosphere in all work force to increase production.

· Dealing & solving with day-to-day problems 

· Grievance Procedure, Cultural & welfare Activities.

· Acting as a bridge between Employee & Management

· Organization:  Marquis Advertising & Marketing, India.
Company Description   : Marquis Advertising & Marketing was started in year 2001. Marquis Advertising and Marketing presence in 70 cities and towns across the state almost all of them in the upcountry’s markets. . A qualify team of professional include a qualified Marketing, Planning, Operations & Administration People, Marquis has created a niche in the ROM Market (Rest of Maharashtra).

Designation
:  Executive HR 
Duration
:  1st Feb, 2016 to 31st Mar 2017
Responsibilities
: 
· Provide general administrative and clerical support including mailing, scanning, faxing and copying to management

· Managing end to end recruitment through job sites, walk-Ins, referrals, advertisement.   
· Maintain and update hard copy personnel record systems containing all Employment-related information.
· Prepare and issue offer letters, Appointment Letters, Probation/Confirmation Letters, Extension Letter, Termination Letters, Etc.
· Reviewing, screening, and maintaining applications and resumes.
· Employee Induction 
· Assisting in day to day operations of the HR and Admin Department.
· Undertake all required pre-employment checks.
· Assisting in Payroll Process.
· Ensure all new starter paperwork is completed and relevant information provided to Payroll and benefits providers for processing.
	Notable Attainments :


· Develop Software for “Service Certificate”.

	Key Skills & Attributes:


· Cheerful and create happy environment 

	Academics:


· Team work facilitator                                                                            
· Initiator 
· Good communication &  interpersonal skills

	Course
	Institute/College/School, Location
	University/Board
	Year 
	Percentage 

	M.B.A.(H.R )
	Satara College of Engineering & Management Satara.
	Shivaji 
	2012
	I Class (Toper of the College) 

	B.C.A. 
	BCA, Arts & Commerce College for Women’s Satara 
	Mumbai 
	2010
	II Class

	H.S.C
	D.G. College Satara
	Kolhapur Board
	2007
	I Class

	S.S.C
	Annasaheb Kalyani Vidyalaya Camp Satara
	Kolhapur Board
	2005
	II Class


· Name
: Vishakha
	Personal Details:


· Contact No : Whatsapp +971504753686 / +919979971283
· Email 
: vishakha.375836@2freemail.com 


· Gender 
: Female

· Marital Status
: Married

· Date of Birth
:  3rd May 1990

· Language Proficiency
:   English , Hindi and Marathi                

· Visa Status
: Husband Visa
