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Career Objective:

To Work in challenging, competitive and dynamic environment that offers me learning opportunities, personal growth along with organizational growth and enables me to enhance my skill.

Academic Qualification:

· M.Com from Mumbai University in 2014 with 61%
· T.Y.BCOM from Mumbai University in 2010 with 65%
· H.S.C from Mumbai University in 2007 with 63%
· S.S.C from Mumbai University in 2005 with 61%
Computer Proficiency:

1. Application-Software MS Office &MS-CIT(MSWord, MSExcel, PowerPoint, Outlook)

2. Done a course of Tally ERP 9.0

3. Done a Course of Typing (English)

Strengths:

1. Ability to Work with People Being connected from different religious & Culture with Great Team Spirit and efficiency in communication with a good friendly nature.

2. Dynamic and willing to do and take effort to learn more with a surety to work and perform better.

3. Having the ability to do my best if opportunity provided.

Work Experience.

1. Currently Working as:

‘HR & ADMIN – MANAGER’ From 09th May 2013 till DATE
Job description:

HR RESPONSIBILITY:

· Pay rolling- scheduling interviews, searching for the right candidate.

· Having track records of the employees(Resume/ID Proof/Date Of Birth)

· Salary calculation(Attendance Records/calculating employees leaves half day and late marks/salary clearance from bank)

· Conducting Get together(Festival/Birthday /Anniversary)

· Conducting one on one on weakened basis for knowing the people views.

ADMIN Responsibility:

· Having all the vendor Records(AMC/Daily Requirement/Emergency Needs) and communication on regular basis
· Having responsible for all the office work (any repairs any damage to the office)

· Handling all the partner work (Travelling/Car Insurance& Services/Home Loans etc.)
2. Previously Worked with ADDONIX TECHNOGIES PVT LTD as:
‘HR & ADMIN – Assistant’ From 09th May 2011 till 28th February 2013.
Job Description:
HR Assistant RESPONSIBILITY:

Assisting in all the following Responsibility:

· Pay rolling- scheduling interviews, searching for the right candidate.

· Having track records of the employees(Resume/ID Proof/Date Of Birth)

· Salary calculation(Attendance Records/calculating employees leaves half day and late marks/salary clearance from bank)

· Conducting Get together(Festival/Birthday /Anniversary)

· Conducting one on one on weakened basis for knowing the people views.

              ADMIN Responsibility:
Assisting in all the following Responsibility:

· Having all the vendor Records(AMC/Daily Requirement/Emergency Needs) and communication on regular basis

· Having responsible for all the office work (any repairs any damage to the office)

· Handling all the partner work (Travelling/Car Insurance & Services/Home Loans etc.)

Personal Details:

Date of Birth: 3rd Oct 1989

Marital Status: Married

Religion: Islam
Language Known: English, Hindi & Marathi 

Hobbies: Cooking, Travelling & Studying.

