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Summery
· Young highly motivated, meticulous, self-driven person with over 3 years of work-ex capable to adapt to dynamic work profiles
· Objective – to Work as an integral part of the team and to rise gradually to leadership positions through implementation of learning and creativity, for the benefit of the organization and self.
Work Experience
Virtuous Retail, Surat

Human Resource & Admin Executive                                               Oct’15 – Oct’16
Responsibilities in the role as HR & Admin Executive 

· Responsible for Recruitment for the firm right from searching the resumes for Portals to organizing interviews and issuing appointment letters
· Tracking Attendance and Leave Record
· Handling the payroll, compensation and benefits administration. 

· Upkeep employee’s files. 

· Convey the policies and rules to the employees, completing joining formalities and documentation. 

· Preparation of full and final settlement generation of Experience letters, Relieving letters through software. 

· Keeping track of Confirmation, Appraisals, and Increment of employees. 
· Responsible for employee engagement activities / events.
· Initiated welcome-mail policy to all new joiners, Initiated regular Birthday mailers & celebration policy. 
· Detecting & Handling Employee’s grievances, complaints and finding satisfactory solutions to same

· Maintaining HR data base, timely updating records
· Creating and Maintaining HR and Admin budget. 
· Maintaining MIS for HR& Admin and reporting it Corporate head office 
· Managing day to day operations at the office. 

· Manage complete travel management (domestic/international).
· Manage all the travel plans for VP and MD.

· Built relationship with regularly used hotels and car rental companies and maintained corporate 
contracts. 
Magicrete,Surat

Front Desk& Admin Executive    





                         Mar’14– Oct’15
Responsibilities in the role as front desk executive 
· Attend the walk-in guests and internal employees. 
· Attending calls and greeting to office staff. 

· Managing the board lines, bridging and booking conference calls, blocking conference rooms, etc. 

· Sending out couriers on daily basis and cross checking on the invoices every month. 
Responsibilities in the role as Admin executive

· Handling office administration
· Coordination at Branch Level from Head office 
· Met with all new hires to explain benefits, guidelines and procedures of the company. 

· Procuring the required stationary at the office. 
· Management of Vendors for office security, inventory and peripherals.
Charu Jewels, Surat

Free Lancer Jewelry Designer    







Nov’12 – Jan’14
· Creating New Designs on Software and paper for the company.
· Customizing designs to suit buyer’s requirement
TribhovandasBhimjiZaveri, Surat
Jewelry Designer 








Dec’11-Oct’12
· Creating New Designs on Software and paper for the company.

· Handling the existing dealers and sub-dealers.

· Submitting timely target of designs to management and accordingly searching innovative designs.
Educational Qualification
· B.com. from South Gujarat University, Surat

· Diploma in Jewelry Designing From Gautam Banerjee Institute, Mumbai

· HSC from Shardayatan School, Surat

Personal Details
· DOB: 23rd September, 1989

· Hobbies: Music, dance and reading

· Languages Known: English, Hindi and Gujarati.
