MAYURI 
Maharashtra, India  (  Phone: C/o 971504753686 (  mayuri.376538@2freemail.com 
HR Professional
An accomplished Human Resources Executive with proven expertise in policy and procedure, recruiting and hiring practices, personnel development, retention approaches, legal compliance issues, managerial support, union avoidance, labor relations and negotiations.  
Skills

· Recruitment, Screening
· Employee Engagement

· Performance Management

· Payroll Management

· Team Management 

· Policy Development

· Policy Administration

· Grievance Management
· Compensation & Benefits Management 
Professional Experience
Total 1 year 10 months of Experience
Eltek Engineering services, cbd belapur, Navi mumbai – engineering consultancy services.
HR & Admin Executive, 2nd May 2017 to Present.
Manage Recruitment, Screening, Employee relations, On boarding, Scheduling, Multi-Tasking, Exit formalities, etc.

Selected Accomplishments:
· Recruitment & hiring for internal staff.

· Team management.

· Maintaining MIS report for employees.

· Employees joining formalities. & Exit formalities.

· Employees grievance management.

· Attendance record for employees.

· Salary calculation for employees & Workers (Labours).

· Management of statutory compliances.

· Management of stationary required for office.
· PF & ESIC Challan preparation online & pay online.

· Mail-ID configuration in MS Outlook.

· Management of all Administrative work. 

sairaj construction builders & developers, vashi, navi mumbai – Construction of residential projects in Navi Mumbai.
HR Executive, 3rd January 2017 to March 2017
Manage Recruitment & Team Management

Selected Accomplishments:
· Recruitment for internal staff.

· Team management.

· Maintaining MIS report for employees.

· Employees joining formalities.

· Employees grievance management.

· Arrangements of meetings with clients & customers.

· Payroll management.

· Attendance record for employees.

strontium management services, vashi, navi mumbai – Leading recruitment consultancy in IT & Non-IT domain with Naukri.com & Shine.com portals.
Advanced through a series of recruitment in to IT & Non-IT sector in PAN India for sales & marketing profile with Naukri.com & Shine.com portals.

Selected Accomplishments:

· Handling recruitments for IT, and Non IT (Domestic)

· Sourcing candidates from job portals and social media sites

· Discussing the offer (In terms of commitment & pay package)

· Scheduling the interviews with the client

· Conducting the regular survey of client satisfaction & making new strategies to meet their standards

· Updating the recruitment tracker on monthly basis

· Preparing MIS reports

Technology

	Software:
	MS Outlook, Coral Draw, Photoshop, MS Office (Word, Access, Excel, PowerPoint), 3D Max & Maya for Animation.



Education

	Degree 
	Board/University
	Year Of Passing
	Class

	MMS
	Mumbai
	2013
	First

	BSC
	Mumbai
	2009
	Second

	HSC
	Mumbai
	2006
	Second

	SSC
	Maharashtra State Board
	2004
	First


Project Synopsis

An effect of Performance Appraisal in Deepak Nitrite Ltd., Taloja MIDC. As partial fulfilment of MMS(Human Resource management).
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