CURRICULUM VITAE
                                                                                            SWATI

Career Objective
Seeking an opportunity to utilize & improve my skills and abilities in the organization that offers security and professional growth while being resourceful, innovative and flexible.
Professional Experience 

Designation:       Sr.Executive HR & Admin 
Duration:            From 13 Mar 2013 Upto 24 Dec 2014
Job Responsibility
        Master Database Management.
         Employee master data, MIS, Maintain of all employees record ,Personal file
.
· Human Resource:

Recruitment:
· Identify vacancy, developing job descriptions, Preparing advertisements, Checking application forms, Shortlisting, Arrange interviews, Conducting interview and decision making.
· Coordinate staff recruitment and selection process in order to ensure a timely organized and comprehensive procedure is used to hire staff.
· Monitor staff performance and attendance activities.
· Provide support to supervisors and staff to develop the skills and capabilities of employee. 
· Administering payroll and maintaining records relating to staff.
· Preparing Employee Requisition Form
· Preparing Job Description.
· Preparing Job Specification
· Finding new sources of recruitment.
Training & Development:
· Identifying the Training Needs&selection of the Training Programme:
     On the basis of needs& objective of the organization               
· Organising Training Programme

· Preparation of Trainees,Prepration of Trainers, Content of training programme, Traning Period,
· Conduct of Training Programme.
· Evaluation of Training Programme.

Written or oral test, Performance test, Evaluation sheets, Structured interview, Questionnaire, Pre training& post training period’s comparison.
· Follow Up: To assess the person on the job after training.         
· Personnel and Administrative Functions

· Safety / Health / Environment Service management.
· Checking & sanctioning various bills as part of administration.
· Stationary & Medicine management
· Salary & Wages Management.
· Staff – 

· Salary calculation as per attendance, C- Off & Leave.
· Preparing Daily MIS Report.
· Maintaining Pay Register and Leave Register

· Workers
· Issuing monthly attendance to concern contractors 

· Checking bill statement as per attendance.
· Documentation management 
 Identity card processing and all joining formalities.

· Making of appointment letters for all kinds of employees 
· Back-end work Bank account forms processing.
· Full & Final Settlement,
· Issuing  experience letter
    Payroll Management.
          -Handles Contractors bill Payment.
         -All payroll work in the organization.
· Organizational Achievement.
           -Help to Successfully implemented payroll process in organization.
            Implemented RFID –Face detection attendance system in organization.

            Develop security services in the organization.

       Education

· M.B.A(HR): PIBM College, Pune (2012-13) 

· M.C.M: Aurangabad University – 2010
· B.A.: Aurangabad University – 2007
· H.S.C: Ganesh Vidhalaya,Terkhada – 2004
· S.S.C: Subhodh Vidhalaya,Terkhada – 2002
      Personal Details:
· Known Languages : English, Hindi, Marathi
· Date Of Birth         : 20 December 1986

· Gender                   : Female
· Marital Status         : Married
· Visa Status             : Husband Sponsored Visa
Project Details
· Company:         Blue Plant Info Solution, Pune
· Title       :           “Evaluation of Recruitment Process”
· Duration:           2 months.
     Computer Proficiency
· DJVT

· C,C++,SQL,

· MS- Office, MS- Excel.

· Internet Surfing, computer Applications, Software Installation
Declaration
I hereby declare that the above-mentioned information is correct up to my knowledge & I bear the responsibility for the correctness.
     Swati 
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