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Email: shivani.134367@2freemail.com 
To be an active part in Industries where I can expend my worth and knowledge in office Management and which gives me the opportunity to move ahead in my 
Future.
EXECUTIVE SUMMARY


· A result driven professional with More than 4 Years of experience in HR management.
· Possess excellent strategic thinking, analytical, interpersonal, relationship building and team building skills with proven ability in establishing quality systems and procedures.

ORGANISATIONAL EXPERIENCE



ELECTRONIC LTD                HR Executive                   MARCH 11 – APRIL 12
 RUDRAPUR- INDIA                                                                                              
 INDUSTRIES LIMITED                           HR Officer                        MAY 2012   – DEC2015
 (Plywood Industries) RUDRAPUR-INDIA
· Statutory Compliances
· Handling  PF & ESI Compliances (Returns, Nomination form, Claim forms)
· Handling factory acts compliances & returns
· Handling Nomination form & Claim forms
· Recruitment

· Induction & Joining formalities
· Manpower Recruitment.
· Compensation

· Company Time Office
· Leave Register Form 14 & Form 12 Updating
·    Employees Salary in ERP & SAP
· Training & Development:
· TNI Analyses

· Designing and Developing Training  Calendar 

· Develop and document organizational training policy & procedures
· Deliver proportionate Motivational / Behavioural / technical training
* Coordinate with lateral departments for technical training
* Conduct & coordinate for functional training program
· Designing Training and Development Programs including in-house functional & behavioural training to enhance workplace productivity. 

· Monitoring Training Effectiveness:

Monitoring and reviewing the progress of trainees through questionnaires and discussions with managers. through Feedback analysis.
· Preparing Training Budget and Implementation with Budget Vs Actual Training Cost 

· Employee Appraisal 
· Designing Monthly& Annual Employee Engagement Calendar.

· Monthly Birthday Bash Celebration, with Best Performer Award.

· Arranging Various CSR Activities Like Blood Donation Camp, Earth Hour Celebration ,Safety Week, Family Day etc

· Organizing Sports Day, Excursion & Trips, Communication Forums..
· Welfare Activities

· Coordinating Employee Engagement Activities.
·    Grievance Handling-Especially Contract employees.
· AUDIT

· Handling All Audit Documentation-Legal As well as  Internal Audit

     Human Resources Operations/Qualification 

· Thorough knowledge of principles and practices of payroll and   personnel record keeping.

· Remarkable knowledge and usage of modern office procedures, methods and computer equipment.
·  knowledge of computer applications related to the work.
· Strong knowledge of basic business arithmetic.
· Profound ability to respond to requests and inquiries from the general public.
· Deep ability to establish and maintain effective working    relationships with those contacted in the course of work.
· Immense ability to learn computer software programs enter and maintain accurate data and statistical information.
· Excellent ability to have customer Relationship & learn departmental operating procedures.
· Sound ability to interpret, apply and explain applicable rules and regulations.
· Great ability to maintain confidentiality of work records.
Educational Credentials
·  SAP(MM) and Computer training from Webcom Engg, Haldwani

· 2007-09
MBA, HR management, Sikkim Manipal University    

· 2003-05

M.sc, Specialization in Organic Chemistry, Agra University.
Office Package:
· SAP System, ERP System, Microsoft Word, Microsoft Excel, Microsoft Access, Microsoft PowerPoint, Microsoft Outlook Express 

Professional Excellence Summary 

· Have the capability for an effective client support personnel. 

· Proficient in database repairing along with trouble solving skills.

· Can work under the tight deadline. 

· Have extended communicating skills and due organization practices. 
Personal Profile

Date of Birth

 : 12th August, 1983
Marital status            : Married
