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	OBJECTIVE:
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To implement my potential for the desired post, and to convert my performance into profitability for the organization by using good communication and problem solving skills as strength
	ACADEMIC CREDENTIALS:
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	Qualification
	University
	Year
	College/ School
	Percentage
	

	
	
	
	
	
	
	
	

	M. B. A.(HR)
	Pune
	2013
	KKWIEER
	59.03%
	
	
	

	
	
	
	
	
	
	
	

	B.Sc(computer
	Pune
	2010
	KTHM
	53.36%
	
	
	

	science)
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	H. S. C.
	Maharashtra
	2007
	KTHM
	60%
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	S. S. C.
	Maharashtra
	2005
	Sacred Heart Convent
	72.13%
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	High School
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	

	PROJECTS:
	
	
	
	.
	
	


MBA Summer Project:
Study of Employee satisfaction with respect to working conditions and HR policies in WNS
Company: WNS Global Services Pvt. Ltd.
Duration: 09-May-2012 to 09-July-2012
Project Description: Study of employee satisfaction with an attempt to know the satisfaction level of the employees in WNS
B.Sc. (Computer Science) Project:
Computerization of the ration shop.
Project Description: Make the functioning of the ration shop computerized.
Duration: 2 months.

Work Experience: . Jyoti Structures Ltd, Nashik (From June 2013 to November 2014)
1. Training & Development
· Facilitating Corporate training administration 
· Coordinating with participants and external faculties 
· Preparing yearly training Calendar with training head. 
· Dealing with the various vendors related to training. 
2. Administration
· Complete Data Management of Recruitment, Training department & other Admin work. 
· Single point for editing job of Company’s monthly Newsletter 
· Dispatch of monthly Newsletter to various sites offices 
· Calculating Estimated Budget of Training department 
· Preparing Department MIS, AOP with the help of departmental Head. 
· Administer Guest Houses its booking and other provisions. 
3.Recruitment
· Understanding manpower requisition from the concerned department. 
· Understanding the requirement and accordingly drafting a job description and getting it approved from the concerned person. 
· Sourcing candidates that match the desired skills from Job Portal or Data Bank. 
· Screening the candidates by conducting telephonic or personal interviews as the case may be. 
· Arranging for Secondary Level interview and coordinating with the concerned persons. 
· Communicating the employment status to the applied candidates. 
· Maintaining and updating the database of the candidates. 
· Doing a background verification of the shortlisted candidates. 
· Ensuring overall proper co-ordination in recruitment process. 
4. Induction and On-boarding
· Mailing / Issuing the Offer letter or letter of intent. 
· On joining the services, issuing appointment letter with brief working agreement or policies. 
· Giving a description on the policies, procedures and culture followed by the company. 
· Properly filing relevant document of the new joinee as required. 
· Introducing him/her to the team and supervisor and/or manager. 
· Explaining the mode of communication. 
· Coordinating with the IT team to get his email id made. 

COMPUTER PROFICIENCY:
.
· Ability to work with MS-Office. 
· Networking course in CCNA. 
	PERSONAL DETAILS:
	
	.

	Date of Birth
	:
	25 August1989

	Linguistic Abilities
	:
	English, Hindi, Marathi and Malayalam.

	Marital status
	:
	Single.

	Gender
	:
	Male.

	Visit Visa
	
	


