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Objective:     To take up a career in the industry that rewards creativity, enthusiasm, self motivation and Leadership and to be an efficient Team Player to put all my skills, both intrinsic and extrinsic, and potentials for the good will and prospect of the organization and myself.
 STRENGTHS

·  Good Administrative problem solving and decision making skills.

· Effective working as Team member as well as personally 

· Good communication skill in English, Hindi and Gujarati as well as writing.

· Work efficiently to save time and energy.

· Quick learner and understand situation.
· Interested in HR/Admin work.

· Integrity

· Innovation 

· Initiative

· Excellent organizing & coordination skills
AREAS OF EXPERTISE:
	●
	Office Administration/Operations
	●
	HR


                                                  CAREER SNAPSHOT
PROFESSIONAL EXPERIENCE
PAST WORKED WITH
A. MAAC (MAYA ACADEMY OF ADVANCE CINEMATICS) 
From 9TH  JULY 2012 to FEB 2015.
MAAC is the high-end 3D animation & VFX education brand of Aptech. Through its wide network of centres, MAAC has prepared thousands of students for careers in animation, VFX, filmmaking, gaming, web, graphics design, and media & entertainment. The Academy provides quality education through career-oriented courses, leading to top-notch job placements.
Post Held: HR/ Administrator
Core responsibilities: 
· Recruitment & selection .
· Training & Development.

· Preparing monthly salary report.
· Keep record for internal and external users like Attendance .
· Mail Drafting, File maintaining, Accommodation for the guest . 
· Schedule the meeting, reporting to the boss, Handel petty cash.
· Direct involvement in Day to Day transaction with Head Office located in Mumbai by ERP system.
· Mostly in touch with the student and their parents.
· Other office administration work.
· Mostly multi tasking as an when required do the work.
B. JETKING LIMITED (IT INSTITUTE).
From FEB ’2012 to 6TH JULY'2012
Jetking Infotrain Limited, an ISO 9001:2008 certified company, is India’s foremost computer hardware and networking Institute. Founded in 1947 as an electronics manufacturing and training company we have evolved into a leading IT and IMS training institute.
Post Held: Administrator

 Core responsibilities:
· Handling a team of 60 operators.
· Work for government project.
· Generating daily reports.

· Look for food & Accommodation facility for students..

· Maintaining files  and document .
· Handling ERP software related to H.O in Mumbai.
· Organizing and planning meetings.

· Meet Greet and welcome to new employee  with the other employee
· Maintaining employee master list and training rosters.

· Handling general queries of the student and their parents.

· Prepare master report of the student to submit in government Department.
Post Held: Administrator
C. Devasya Hospital.
From 1ST DEC 2011 to 10TH FEB'2012

India.Introducing 'Devasya', the Almighty's blessing, an abode where you come with all your worries, but leave with a smile and a bond that immortalizes the relationship. Brainchild of Dr. Dinesh Patel, an eminent urologist, Devasya, is all set to carve out a niche in the area of Uro-Nephrological expertise. Located in the heart of the city.

Post Held: PRO.
Core responsibilities:
· Worked with staff of around 50 employees

· Associated with daily activity of patients like their problems their medical arrangements visit the patients with the doctor .

· Look after for discharge formalities of the patients, help them to give  the right feedback try to give them satisfaction by understanding their problems. 
· Always meet them with smiling face and try to make them laugh so feel happy though they are in hospital so somehow they forgot their pain    

· Feedback call to patients after discharge , ask for their health and medicines ,Ask them they have any problem or not after discharge if yes then take feedback and pass to the doctors and immediately  solve it.
· Arrangements of daily meetings of doctors.

· Look after for the cash and billing activities.

SUMMER INTERSHIP :
Company              : Shah’s Water Park & Resort

Project                 :  Recruitment & Selection                  

Tenure                 :  1and half months.

Project objective:  To ensure the all recruitment and selection are comply with company policy and it should be clear and also observe the requirements which apply to the recruitment and selection .
Project work:
	PROJECT WORK IN
	NAME OF PROJECT
	YEAR

	M.B.A

Grand project
	STUDY OF HRD CLIMATE IN THE PRIVATE SECTOR BANKS IN GUJARAT


	2011


Computer Skills:  Microsoft Word, Microsoft Excel, Microsoft  Power Point, ERP, Tally 7.2.
EDUCATIONAL CREDENTIALS
Final MBA in MAY 2011 from GTU 



MAY’ 2011
B.Com from Gujarat University with 60%

            April’ 2008
H.S.C.Examination from GSHSEB with 78.00%   
            April’ 2005
 
S.S.C.Examination from GSEB with 72%   

            April’ 2003

.
 
PERSONAL DETAILS
Gender



: 
 Female
Date of Birth



: 
 6th July, 1988
Languages Known


: 
 English, Hindi and Gujarati
Hobbies 



: 
 Traveling, Listening music and Reading.
Present Address                                 :           Bur Dubai, UAE.
REFERENCES 
References are available on request. 
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