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Career Objective:
Seeking the best opportunity to utilize my knowledge to make management and organization more convenient and decisional. I want to utilize my skills to an environment where they will make a significant impact on the bottom line. The ideal atmosphere will be an entrepreneurial one where ideas are welcome & decision making is required.
Educational Profile:


· Bachelor in Commerce (Hon.) from Maharaja Sayajirao University, Baroda, India (2007).

· Post Graduation in Business Administration (with specialization in Human Resources Management) from Maharaja Sayajirao University, Baroda, India (2009).

· Post Graduate Diploma in Labour laws & Practice from Maharaja Sayajirao University, Baroda, India (2010).
Work Experience: 
· HR RECRUITER (SPECILISATION IN EPC,PHARMA , OIL & GAS INDUSTRY)  
Company Name: AUTHENTIC STAFFING AGENCY

 Job Role: Recruitment Executive
        Company Industry: HR CONSULTANCY  


 Location: Vadodara, India 
         Period: October 2009 – September 2010

Work Profile:
· Searching profiles on job portals like Monster.com, Naukri.com and Timesjob.com as per the JD provided by the clients.
· Recruitment & Selection Coordination.

· Identify and source appropriate talent for current open roles for the clients.

· Conducting first level telephonic /face to face interviews with the short listed profiles explaining them the whole profile & put them through the selection process.

· Administrating the organizational activities.

· Coordinating with the HR people of various companies

· Fixing the interview date & time

· Post Interview follow up with the candidates & HR Managers of the Companies etc.

· Handling client relationship management.
· MANAGEMENT TRAINEE (CORPORATE LEGAL DEPARTMENT)
Company Name: SIEMENS LIMITED 

Job Role: Legal/Compliance 
Company Industry: Healthcare, Other 

Location: Vadodara, India 
Period: October 2010 – September 2011
Work Profile:
· Assisting Legal Manager in his daily routine works.

· Handling various activities of Insurance department like intimations, follow up, policy renewal, distributing the payment cheques, liasioning with TPA & Insurance co. etc.
· Looking after different legal matters pertaining to the company.

· Filing of Various Statutory Forms with the Registrar of Companies.

· Looking after statutory compliances pertaining to various activities.

· Preparation of Notice, Agenda items board Meeting and General Meeting with necessary preamble and Resolutions with whole procedure of holding Board Meeting and General Meeting.
· Preparation of Minutes of Board Meeting, General Meeting, Audit Committee Meeting.
· Preparation of Statutory Registers.
· Assistance to a very good extent in preparation of Annual Report.
· Covering Due-Diligence of various vendors, parties associated with Siemens Ltd.

· Intimation of Board Meeting, General Meeting and Extra Ordinary General Meeting to Stock Exchange and Intimation of Outcome of the same.
· Physical verification of Assets (All over India).
· Publication in news paper and its proof reading.
· Set and maintain filing systems.
· Liasioning with the auditing team.
· DOCUMENTATION EXECUTIVE

Company Name: KOSHAMBH MULTITRED PVT LTD. 

Job Role: Export Documentation
Company Industry: Export & Import 


Location: Vadodara, India 
Period: February 2012 - October 2012 
Work Profile:
· Handling insurance related to goods in transit.

· Filing shipping instructions with shipping line & payment of freight invoices.

· Coordinating with shipping line regarding the release of Bill Of Lading on time.

· Handling all the activities related to factory stuffing permission, liasioning with Government Authorities.

· Preparation & submission of various files to DGFT, CECST etc.

· Dealing with freight forwarders.
· Updating the gate in entries etc.
· ADMINISTRATIVE ASSISTANT

Company Name: UNIQUE ENTERPRISES 


Job Role: Secretarial/Administration

Company Industry: Pharmaceutical/Medical services

Location: Vadodara, India 
Period: July 2013 - May 2014 

Work Profile:

· Taking dictation from M.D.
· Corresponding with clients, suppliers through letters, email on behalf of M.D.

· Drafting of various documents, letters, mails etc.
· Corresponding with various other outside agencies on new products / services launched.

· Handle sample requisition & its follow-up.

· Close the queries of the clients and supply teams, satisfy their requirements & take due care of clients or supply agencies.

· Follow-up for the payment with the clients.

· Prepare party wise & comprehensive payment and outstanding list for the use of the management & follow-up.
· Prepare required reports for the purpose of business dealing made.

· Maintaining necessary records (i.e. files, registers, reports, data base etc.) as required for the office.

· Placing orders of clients.

· Maintaining necessary diaries, notes of various activities carried out by MD.

· Preparing PowerPoint presentations, preparing sales report on excel.

· Taking care of travel bookings, hotel bookings etc. of MD.
· Co-coordinating with the sales team for monthly target achievements.

· Preparation of various invoices, challans, memos on ERP System.
Languages Known:
1) English


2)    Hindi


 3)   Gujarati 
Skills:

· Team work skills, Verbal & written communication skills, Interviewing Skills, Administration skills, Strong interpersonal skills, Drafting Skills, Decision Making Skills, Negotiation Skills, HR skills, Organization Skills, Legal skills, Database Management skills, Corresponding skills.
Computer Expertise:

· DOS

· Windows Operating System (Windows XP, Windows Vista, Windows 7 & 8)

· MS Office (including MS Outlook, MS Access)

· Tally Financial Software

· Programming

Training & Certifications:
· Successfully completed 70 hours duration course on Understanding Information Technology in Corporate Environment from NIIT Vadodara in 2008.
· Successfully completed a course in Computer Applications [DOS, Windows, MS-Office & Internet, Financial Accounting (Tally ERP), Programming, Designing] from I.T.I Vadodara in 2009.
Personal Details:
Birth Date: 6 August 1986 

Nationality: Indian 

Current Residence Country: Dubai, United Arab Emirates 

Marital Status: Single 

[image: image1.png]




Page 1

