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CV NO: 720
Objective
To contribute creatively towards the fulfilment of organization’s goals, taking each problem as an opportunity to learn and face the various challenges in the changing environment. 

Educational Qualifications
M.B.A

                   : Have completed MBA-HR from Sikkim Manipal  University of Health,  



Medical & Technological sciences, Manipal  in 2012.

B. B. A.

                    : Passed in July 2009 from Sikkim Manipal University of Health, Medical  

& Technological sciences, Manipal.  

H.S.C.E.

                    : Passed in March 2004 from Goa Board of Secondary and Higher  

                                                  Secondary  Education. 

S.S.C.E.

                    : Passed in March 2002 from Goa Board of Secondary and Higher  

                                                   Secondary  Education

PROFESSIONAL Qualifications
Computer Course from LIBRA Computers in MS-Office & Tally 6.3
Knowledge of the following Software :

Operating Systems:

 Windows 98, 2000, 2007, 2009 & XP

Application Packages:
  MS Office 2009,  Tally 6.3, IDS, WINHMS, FIDELIO,  

RELEVANT WORK EXPERIENCE
Worked for “The Baga Marina Beach Resort and Hotel”, Baga-Calangute, Goa as a Asst HR Manager from 8thFebruary2013 till February 2014
· Manage and control departmental expenditure within agreed budgets. Audit and authenticate all documents related to legal, salary statements and distribution, policies etc.
· Maintains the work structure by updating job requirements and job descriptions for all positions.

· Maintains organization staff by establishing a recruiting, testing, and interviewing program; counseling managers on candidate selection; conducting and analyzing exit interviews; recommending changes.

· Prepares employees for assignments by establishing and conducting orientation and training programs.

· Maintains a pay plan by conducting periodic pay surveys; scheduling and conducting job evaluations; preparing pay budgets; monitoring and scheduling individual pay actions; recommending, planning, and implementing pay structure revisions.

· Ensures planning, monitoring, and appraisal of employee work results;  scheduling management conferences with employees; hearing and resolving employee grievances; counseling employees and supervisors.

· Maintains employee benefits programs and informs employees of benefits by studying and assessing benefit needs and trends; recommending benefit programs to management; directing the processing of benefit claims; obtaining and evaluating benefit contract bids; awarding benefit contracts; designing and conducting educational programs on benefit programs.

· Ensures legal compliance by monitoring and implementing applicable human resource federal and state requirements; conducting investigations; maintaining records; representing the organization at hearings.

· Maintains historical human resource records by designing a filing and retrieval system; keeping past and current records.

· Maintains human resource staff by recruiting, selecting, orienting, and training employees.

· Maintains human resource staff job results by counseling and disciplining employees; planning, monitoring, and appraising job results.

· Contributes to team effort by accomplishing related results as needed.

WORK EXPERIENCE
Worked in “Vivanta by Taj –Fort Aguada Beach Resort” Sinquerim, Goa as a HR Executive from 05th May, 2010 till 08TH January, 2013.

· Handling Day to day HR activities

· Managing personnel Files

· Local administration

· Preparing reports

· Ensuring that the organisation complies with all applicable regulations, laws and employment standards.

· Recruitment 
· Coordinates, negotiates and liaises with employment and advertising agents on service fee, advertisement recruitment and interview schedules 
· Conducts interviews. Arranges interviews for management levels. Prepares Letter of Offer to selected candidates.
· Conducts orientation program to new employees 
· Involves in yearly manpower planning and expansion 
· Reviews compensation and benefits up to junior designer level
·  Assists Accountant in planning and preparing annual headcount report and updating the organization chart 
· Reviews, updates and maintains proper filing of insurance policy, HR handbook, company doctors’ list, performance appraisal form and training schedules 
· Attends to employees’ grievances and complaints; provides guidance if necessary 
Evaluates the effectiveness of the respective training programs by obtaining feedback from employees 


PERSONAL DETAILS
Date of Birth   

  : 20th April 1987

Sex                

  : Female
Nationality       

  : Indian
Religion


  : Hindu
Visa Status                          : Husband Sponsorship
Hobbies
Listening to music, Reading books, to help people, etc.

Languages Known
English, Hindi, Konkani & Marathi

