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CAREER OBJECTIVE

To pursue an enriching career in Human Resource Management wherein I can leverage my management learning to develop and create HR practices that would enhance organizational value.
ACADEMIC CREDENTIALS
· B Com(HR/Industrial) – (2015) 
· H.S.C- First Division Maharashtra Board (2012)
· S.S.C- First Division  Maharashtra Board (2010)
WORK EXPERIENCE
Organization: - MahimaConsultancy
Designation: - HR Recruiter
From:-March 2013  till30/4/2015

DUTIES & RESPONSIBILITIES:
Recruitment (end to end recruitment solutions for clients of Mahima Consultancy):

· Clients building

· Recruiting and conducting interviews and tests
· Preparation of invoice & follow up with clients for payments

· Maintaining Reports of Database of candidates applying for jobs through company websites. 

· Recruitingcandidates through various channels, newspaper, colleges and other sources. 

· Updating company website &advertisement in newspapers. 

· Overall management of consultancy.

Training:

· Preparation of list of participants for different training programs as per topics given by trainer
· Data entry of attendance in training list
· Training attendance and training hours calculation
· Training program evaluation sheet
Payroll management:
· Data entry of attendance in pay roll package for salary process
Administration:
· Attend telephones

· Staff attendance and salary of Mahima Consultancy

· Online payment of public utility services like telephone, electricity etc

COMPUTER LITERACY

· Comfortable in working with MS Office.

PERSONAL DOSSIER

Date of Birth

: 
23/02/1995
Gender

: 
Female
Languages Known
: 
English, Hindi, Malayalam, Marathi, Tamil
Location

: 
Sharjah, UAE

