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CARREER OBJECTIVE

To seek challenging work with an organization, that provides me an opportunity to grow and apply innovative thoughts effectively to excel in the area of my preview, so to  help me achieve personal as well as organizational goals.

PROFILE SUMMARY
· Result oriented professional with 3 years of experience in Logistics, Recruitment HR Operations filing & Document control, Talent & Performance Management, Employee engagement, Reward and recognition, Inventory management and Event management
· Effective communication, team building and leadership skills and consistent in instilling Professionalism.
· Computer proficiency MS Office, SAAMs – HR documentation Software, Netserver & Ebiome – Attendance software, IDS & PMS Opera – Hotel Software
	EMLPOYMENT EXPERIENCE

	EMLPOYMENT DURATION
ORGANISATION

LOCATION
DESIGNATION

Jun 7th 2015 – till date
Rasoi Ghar Restaurant

Dubai

HR In-Charge

Jan 7th 2014-28th Feb 2015
Baywatch Resort(Sanda Hotels)
Goa – India 
Senior HR Supervisor

May 1st2013-Aug 10th2013
Souq.com
Kuwait 
Logistic Coordinator
Jan 9th 2012-Jan 6th2013
TESO Waterfront [the Verda group of hotels]
Goa – India
Administrative Assistant
Oct 5th 2009 –Oct 28th2010
KD Square Events
Pune – India
Event Co-ordinator    


	ROLES & RESPONSIBILITY:
HR Supervisor and Recruitment
· Involved in the entire Recruitment lifecycle right from sourcing the right talent to onboarding them 
· Work closely with Hiring Managers to develop position profile and to understand overall needs and requirements.
· Solicit and document Hiring Manager and candidate feedback throughout the interview process.
· Induction & Joining formalities of new recruits at the locations, employee accommodation
· Employee Engagement & Communication and streamlining HR processes 
· Performance Management

· HR-MIS, maintain timely records, Filing and documentation.
· Exit Interviews and facilitate the separation process
· Social Activities- FUN AT PLACE- Games, Puzzles, Party Events, In-house Riddle

· Training & Development.
· Payroll Management & Budgeting
· Labor Legislation and statutory compliance - Contract renewals & F&F Settlements.
Logistic coordinator
· Warehouse Management
· Customer Services assistance to resolves issues on purchase return
· Manage all aspects of day-to-day activities

· Work closely with fulfillment team & Country Manager

· Data Entry
Administrative Assistant
· Managing attendance and staff accommodation
· Preparation of reports ,analyzing data and identifying solutions
· Purchase & Inventory Management
· Assisting in Front Office Management
· Managing Licenses and NOC Documentations
Event Coordinator
· Coordinates with renter's management to negotiate rental costs and determine requirements
· Ensures adequate staffing for events
· Attends events to facilitate operations and responds to emergencies
· Maintaining Network, PR management
· Maintains records on event activities, progress, or status
· Stage set up. Fashion shows, Ramp Choreography.
EDUCATION & QUALIFICATIONS

DURATION
DEGREE 
ORGANISATION

LOCATION 
CLASS
2008 - 2011
B.B.A
SINHGHAD College of Commerce
Goa, India
1st Class
2006 - 2008

HSC
G.V.M's Higher Secondary school
Goa, India
2nd Class
1994 - 2006

SSC
St. Theresa’s Convent High School
Goa, India
2nd Class
Additional Curricular Activities : 
· Part of Toast Masters International Club
· Participating in Inter-class debates.

· Hosting School and College events.

· Assistant head boy of St. Theresa’s High School.

· Active member of Inter- School Competitions.
Personal Information
Date of Birth

:

12 February 1991

Language

:

English , Hindi, Konkani

Hobbies

:

Glass painting, online research, swimming, playing chessHosting shows, Acting, Dancing, Dance and Ramp Choreography.

	
	
	
	


