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Career Objective: Intend to build a career with leading corporate of hi-tech environment with committed & delegated people, which help me to explore myself fully & realize my potential.
WORK EXPERIENCE:
Total Experience: 4 Years & 9 Months (3.4 Years as a HR Executive and 1.5 Years as a Management Trainee).
August 2013 to March 2015.
· Worked as a Executive-HR, in Rampur from August 2013 to March 2015.
       Key Responsibilities Handled:-

1. Responsible for employee relations.

2. Maintaining the employee files and HR related database.

3. Attendance and leave management.
4. Organizing events and other activities.

5. Analyze the need of organization in terms of manpower.
6. Fill the post of organizations by the recruitment drive.

7. Understand the improving areas of organization by taking feedback timely.
8. Keep observing the employee's performance.

9. Train the new employees.
October 2011 to July 2013.
· Worked as a HR Executive, in National Information & Communication Exchange, New Delhi, from Oct 2011 to July 2013.
Key Responsibilities Handled:-
1. Handled end to end Recruitment & selection process. Completing the entire joining formalities of the new hires.

2. Co-coordinating with placement consultants and negotiating on Contracts.
3. Sourcing and screening of candidates.
4. Follow-up the selected candidate and maintain the all kind of Candidates database separately.
5. Issued offer letter and Appointment letters.
6. Initiating the Performance Appraisal Cycle.
Jan 2009 - June 2010.
· Worked as a Management Trainee in Sharekhan Ltd., where I worked in HR department.
Key Responsibilities Handled:-
1. Here I was responsible to prepare daily/weekly/monthly performance report of sales Trainee and Sales Executives, also to prepare daily sales report.

2. I was handling the queries of existing clients.

3. I was also providing the support in recruitment process.
PROFESSIONAL QUALIFICATION:
· Master in Business Administration in Finance & HR from NDIMS, New Delhi, in year 2010.

· Bachelor in Science from MJP Rohilkhand University, Bareilly, in year 2008.
· DOEACC “O” Level Diploma in Computer from DOEACC Society, in year 2008.
TECHNICAL SKILLS:
· Applications: MS- Office.

· All Basic knowledge of Computer.
ACHIEVEMENTS:
· I got “A+ Grade” during my Training Program in Sharekhan Ltd.
SOFT SKILLS:
· Love to learn new things & detail conscious.
· Can adapt to any kind of environment easily.
· Self Starter with high motivation level.
· Capable of co-coordinating with other staff.
· Have great teamwork sprint and commitment towards work and ability to work easily in a corporate environment.
Hobbies & Interests:
· Traveling and Net Surfing.
Personnel Details:

· Date of Birth:                  05-07-1985.
DECLARATION: 

It is hereby declare that the information furnished above is true to the best of my knowledge.

[image: image2.png]


