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CAREER OBJECTIVE

                        To be associated with a progressive organization that gives scope for continuous learning and provides application of knowledge and skills that can be aligned to the latest trends, and be part of a team that dynamically works towards the growth of the organization and the self.

PROFESSIONAL SUMMARY
· Having 4years 4 months years of work experience in Human Resource Domain.

· Proficient in the areas like Recruitment &Selection, Induction & Orientation, Training& Development, Attendance & Leave, Performance Management System 
· Having a wide exposure in Executive search through Company Database, Job Portals, Headhunting, Network and referrals.

· EPF, ESI, Salary Breakup, Employee Engagement, Employee Relation,Payroll
· Possessing knowledge of UAE Labour Law
WORK EXPERIENCE

· Worked as a HR Executive with Good Fellow Foreign Services Agency, New Delhi Since 

· Nov 2011-Jan 2014
· Worked as a HR Executive with HR International Pvt Ltd. New Delhi Since April 2014 – 2nd July 2016
     HR International Pvt Ltd.-Job Responsibilities:-

· RECRUITMENT- To manage complete recruitment cycle after identification of manpower recruitment. 

· STATUORY COMPLIANCES- Responsible for the calculation of PF,ESI of the employees and reporting to the HR manager.
· ATTENDANCE & LEAVE-Assisting HR Manager by keeping a record of the monthly attendance & leaves of employees.

· TRAINING & DEVELOPMENT- Assisting HR Head for finding training requirement and scheduling training for employees according to requirement and need.

· PERFORMANCE MANAGEMENT SYSYTEM- Managed performance management system, generating monthly report of employees.

· EMPLOYEE ENGAGEMENT/EMPLOYEE RELATIONS - Responsible for employee engagement activity, employee welfare activity etc.

Good Fellow Foreign Services Agency-Job Responsibilities

· Reporting Team Leader in Complete Recruitment Cycle.
· Searching the database/web/job portals (Naukri, Monster & Timesjob) to source out the required resumes/CV, Speaking/Mailing to the shortlisted/screened resumes and checking the availability and interests of the candidates for interview.

· Responsible for Induction & Orientation of New Employees.
· Handling Employee Engagement/Employee Relations.

· Exit Formalities/full & Final Settlement of Employees.

 PROFESSIONAL QUALIFICATION:
                 MBA with major in Human Resources and minor in Marketing with 72.5 percentile from North Eastern Hill University in 2009 to 2011 

INTERNSHIP

     Indian Oil Corporation Ltd-Bongaigaon Refinery.(Dec’10-Feb’11)

ACADAMIC QUALIFICATION:

· Graduated in chemistry with 72 %  from North Eastern Hill University ,Shillong Meghalaya in 2006 to 2009
· Intermediate (10+2) with 61.5% from Meghalaya Board of School Education, Tura Meghalaya in 2004 to 2006.

· Passed Matriculation 10thwith 72.3% from Meghalaya Board of School Education,Tura Meghalaya in 2003 to 2004.

COMPUTER SKILLS:

· MS-Office ( Word, Excel, Power point, Outlook).

· Internet Savvy

COMPETENCIES

· Excellent and Effective conversational skill.

· Imaginative, Enthusiastic and Initiative.

· Persuasiveness with a nature aptitude to given attention to details, patience and perseverance, ability of acquisition of knowledge and information.

· Ability to Co-ordinate, motivate and lead a term in order to meet organization predetermined long term and short term objective.

Hobbies
· Making Friends, Surfing Internet, travelling, socializing with people and visiting new place around the world.             
PERSONAL PROFILE
Date of Birth                 : 12/11/1987

Nationality                     : Indian

Sex                                 : Female

Marital status                 : Married

Languages Known        :  English, Hindi
Declaration:
I hereby declare that the above information are true and to the best of my knowledge and if any discrepancies are found, my selection can be cancelled. 
Place: 

Date                                                                                                                                    
