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Academic Credentials
· Masters in Personnel Management (HRM) Pune University                    - May 2014
· Bachelors in Computer Aplication (Tilak Maharashtra University)            - May 2012
· HSC (Commerce) Maharashtra State Board                                           - May 2008
· SSC Maharashtra State Board                                                                - Oct 2005
Work Experience
Designation     : HR Officer
Organization   : Globe IT Solutions 
Duration          : Starting from 2nd May 2014 to 16th April 2015
Job Profile and Responsibilities  
 Recruitment & Selection
· Timely identifying job vacancies within organization
· Pre-screening the resume for short-listing
· Taking the preliminary round and observe the “candidate organization fit” closely
· Scheduling of interviews for first and final round as and when required
Joining formalities
· Conducting induction training for new employees
· Issuing ID card, Appointment Letter
· Maintaining personnel files complete docs, appreciation letters, disciplinary actions, etc
Attendance/ Leave Management
· Verifying, updating and accurate maintenance of staff attendance
· Making reports for late marks and absenteeism and follow-up for the same
· Follow-up with the account departments for salary disbursement etc
Performance Appraisal
· Ensuring Annual all the ratings and feedback as per policy
· Issuing Increment letter/ promotion letter within a given time period
Staff Policy 
· Induction PPT, Employee benefits and other relevant staff policies
· Keeping organization culture, employee satisfaction
· Issuing warning / suspension / termination and appreciation letters as and when required
· Taking initiative an implementing activities and games to ensure employee welfare
Separation
· Conducting Exit interview and identifying the reason for resignation or termination and taking appropriate action
· Issuing experience and relieving letter
· Coordinating with account department for full and final settlement
Internship Details
Company        : TATA BUSINESS SUPPORT SERVICE LTD 
Project Title   : A Study on Recruitment and Selection Process at Tata Business Support Services
Duration         : 2 Months (Starting from 1st April to 1st June 2013)
Description    : To identify general practices that organization use to recruit and select Employee
                         To analyze effectiveness and various sources of recruitment and selection process
Awards and Achievements
· Award: Best Presentation Skills 2014
· Sports Representative of  MPM.(2012-2014)
· Sports Head of MPM for 2013-14 at MITSOM
· Core member of HR Forum of MITSOM
· HR event coordinator of M-Power, a management event organized by MITSOM
· IMPERIUM AD-Hung-Over winner, organized by MITSOB
· Actively participated in Speech, Cultural activities in school functions and college events
· Participated in singing concerts
PERSONAL DOSSIER
· Nationality: Indian
· DOB: 20th Nov 1988
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