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CAREER OBJECTIVE:
Aspiring for career enriching assignments in the field of Human Resources & Administration with a growth oriented organization. Acquiring proficiency in my work domain and using my knowledge and managerial skills to fuel innovation in the organization. 
SUMMARY:
· MBA in Biotechnology Management & Part-time Diploma in Human Resource Management.

· More than 02 years of experience in the different aspects of Human Resources such as Recruitment, Labour Laws & Statutory Compliances, Vendor Audit pertaining to Labour Laws, Employee Database Management, Employees’ Benefit Management, Official Correspondence.

· Good grasping power, sincere.

· Good verbal & written communication skills.
WORK EXPERIENCE
1. Worked with Enterprises (Labour Law & Third party Staffing Consultants), Mumbai, India as Compliance Executive (March 2014 to Sept 2014)

Profile:
· Handling procedures & queries related to EPFO (Employees’ Provident Fund Organization). Employees’ Provident Fund Organization (EPFO) is a statutory body of the Government of India under the Ministry of Labour and Employment. It administers a compulsory contributory Provident Fund Scheme, Pension Scheme and an Insurance Scheme. It is one of the largest social security organizations in India in terms of the number of covered beneficiaries and the volume of financial transactions undertaken. 
· Conducting & preparing statutory compliance & labour law audit reports of housekeeping/ security service providers working at client’s site. 
· Visiting client site for conducting audit & handling audit queries.
· Preparing documents as per required format for bidding at Manpower Tenders released by the Government of India undertakings. 
· Written correspondence with the Labour department officials on behalf of client as & when required. 
2. Worked with Global Innovsource Solutions Pvt. Ltd (Total Staffing Solutions), Mumbai, India as Client Service Executive (May 2013 to Dec 2013)

Profile:

· Releasing Offer letters, Appointment letters, increment or CTC restructure letters as per Cost-to-Company details received from clients. 
· Maintaining & updating employee database (soft copies) in the HR Software. Also, maintaining employee files (database of approx. 4000 employees)
· Keeping track of Labour Contract extension & termination formalities of the employees every month.
· Working on Minimum wages as per notifications received from Labour Ministry & releasing the salary revision letters accordingly.
· Working closely & coordinating with attendance & payroll team at the time of payroll cycle for the timely release of salaries.
3. Worked with Serve HR Corporate Services (Industrial Relations & Labour Law Consultants), Mumbai, India as Executive – Compensation & Benefits Management (Nov 2011- May 2013)

Profile:

· Handling Employees’ Provident Fund withdrawal & transfer procedures of employees, client queries, making monthly contribution statements online, preparing & maintaining records of new joinees & resigned employees as per EPFO directions.
· Coordinating with out-station consultants for statutory compliances & Labour law related matters of other States of India.
· Handling a new client’s EPFO registration, ESIC registration (Employees' State Insurance Corporation is a self-financing social security and health insurance scheme for Indian workers), Contract Labour License registration & other registrations as per Labour Acts applicable.

· Delegating compliance related work to the field staff & follow-up. 

· Issuing offer letters, appointment letters to third-party payroll employees.

· Assisting the employees in joining formalities.

· Official correspondence with government authorities as & when required.
4. Worked with Jaro Education Pvt Ltd. (Education Industry), Mumbai, India as Recruitment Co-ordinator & Back-Office Executive (Aug 2010 – June 2011)

Profile:
As Recruitment Co-ordinator:

· Understanding a student’s resume & searching for job openings suitable to student’s profile.
· Coordinating with the HR department of various Organizations, giving them a brief about Jaro Education & asking for the details of their current job openings.
· Forwarding suitable student profiles to the organizations & taking the feedback from the organizations as well.
As Back Office Executive:
· Solving student grievances on call as well as face-to-face.
· Give ‘On-the-Job’ training to new joinees in the team.
· Maintaining the student record.

5. Worked with a Recruitment Consultancy, Mumbai, India as Recruitment Executive (Apr’10 to July’10)

Profile:
· Understanding client requirements.

· Searching for resumes as per requirements.

· Conducting a telephonic interview with the candidate, checking their interest level and forwarding their resume to the client.

· Scheduling interviews of candidate as requested by the client.

· Follow up with candidate and client, informing candidate about the results of their interview.

· Posting job vacancies on job portals like Naukri.com, Monster.com, Timesjob.com
· Requesting references and checking the suitability of candidate before submitting their details to the clients.
· Responding to queries from candidates regarding the job.
EDUCATIONAL QUALIFICATIONS:
Professional: 

2009- 2010: Successfully completed 1 year Distance Learning Program ‘Diploma in Human Resource Management’ from Narsee Monjee Institute of Management Studies, Mumbai, India (NMIMS) with First Class.
2007- 2009:  Passed Masters in Business Administration from D.Y.Patil University’s Department of Business Management, University of Padmashree D.Y.Patil with specialization in Biotechnology Management with an aggregate of 66.3%.     

Academic: 
March 2007: Passed Bachelor of Science (Biotechnology- Major) from I.C.L.E.S’s Motilal Jhunjhunwala College, Mumbai University securing 55 %.

ACADEMIC PROJECTS:
· Company
: Fiat India Automobiles Pvt Ltd. (FIAPL) Ranjangaon, Pune, 
                             India

Position
            : Management Trainee (02 months summer internship)
Department       : Human Resources
         Project Title
: Micro Analysis of HR activities within the department. 

The project involved making a detailed questionnaire about the Job Description of the 

employees working in the HR department of the organization and studying the data filled by the employees. Based on the study, recommendations were given to improve the work efficiency and productivity of the employees. Besides the project, we also assisted the HR personnel with joining formalities, induction, etc.
OTHER INFORMATION
Computer Skills: Knowledge of MS Word, MS Excel, MS Powerpoint and Internet.


                                                                                                                  
 
Languages known: English, Hindi, Marathi (Mother-tongue)
Date of Birth: 04th October 1986

Marital Status: Married
Sex: Female

Nationality: Indian

Religion: Hindu 

Visa Status: Residency
