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Career Objective

To seek expertise and a challenging career that offers the stimulus to explore my abilities and to succeed 
in a multi disciplinary environment charged with excellence.
Educational Qualifications

	Degree
	Year
	University
	Percentage

	S.S.C
	2007-08
	Silver Oak
School. Nasik. Maharshtra
	78%

	H.S.C
	2008-10
	Bhonsala Military college. Nasik. Maharashtra
	 60%

	B.S.C computer science
	2010-13
	R.Y.K science college
Nasik  Maharashtra.
	57%

	M.B.A in HR
	2014-16
	Dr.Moonje institute computer science and management
Nasik Maharashtra.


	65%


Key Skills

· Highly adaptable and quick learner, comprehensive problem solving ability.
· Trouble shooting & remedies able to work independently as well as team.
Knowledge in Computer

Basic Computer knowledge  Microsoft Word, Excel, Power Point and Internet.

Languages Known
· English, Hindi, Malayalam, Marathi, French
Achievements

Successfully presented a project on study of training and development with reference to Shareen Auto Private Limited Nashik
Internship

Completed a two month internship in Shareen Auto Private Limited Nashik

Experience
Organization:
 Organization: Allans Placement
Designation:  JR. Recruiter.
Duration: May 2016 To December2016
Responsibilities:

Recruitment And Selection:

· Checking mails of client Company.

· Analyzing and understanding Client requirements.

· Identifying Suitable candidates required for the matching profile.

· Recruiting   the candidate according to the company / organization profile.

· Analyzing the Candidate resume accordingly and approaching them through phone call ,email.

· Recruit, Select and Schedule interviews with the right candidate required by the organization.

· Recruited people at all levels  for all permanent and direct position.

· Sourcing and attracting candidates by using databases , social media etc.
· For business development ,responsible for making tie up with  New Companies.

· Explaining the terms and condition and understanding their human resources.

· Analyzing the Human Resources requirement for different position of their organization and co ordinating accordingly.

· Getting all the detail of the organization and their requirement.

· Doing background check and verifying the reference, work experience and academic qualification of applicants.
General Administration:

· Raising Invoices, filling documentation and maintain different records.

· Maintaining and updating candidates database accordingly.

· Coordinating with clients ,team members.

· Take care of Invoicing and follow the same.
· Update hard and soft copies of employees documents.

Organization :NR  AGARWAL INDUSTRIES LTD. 

 Designation: Recruiter Cum Admin,
Duration: January 2017 to till date.

General Administration:

· Managing all admin work which include raising Invoices, filling documentation and maintaining different records.

· Collecting as well as filing all documents and certificates of new joinees.
· Coordinating with clients team members.

· Take care of Invoicing and follow the same.

· Provide analytical and well documented reports to rest of the team.

· Screen candidate resumes and job application.
· Compile and update employee records(hard and soft copies).
· Office stationary procurement.
· Organising social activities for the staff and housekeeping members.
· Communicate the date and time for the office party/activities to everyone via mail as well as official avenue.
Recruitment And Selection:

· Checking mails of client Company.

· Analyzing and understanding Client requirements.

· Identifying Suitable candidates required for the matching profile.

· Recruiting   the candidate according to the company / organization profile.

· Analyzing the Candidate resume accordingly and approaching them through phone call ,email.

· Recruit, Select and Schedule interviews with the right candidate required by the organization.

· Recruited people at all levels for all permanent and direct position.

· Sourcing and attracting candidates by using databases , social media etc.
· For business development ,responsible for making tie up with  New Companies.

· Explaining the terms and condition and understanding their human resources.

· Analyzing the Human Resources requirement for different position of their organization and co ordinating accordingly.

· Getting all the detail of the organization and their requirement.

Resource Assistants
· Answering employee questions.

· Processing incoming mail.

· Creating and distributing documents.

· Providing customer service to organization employees.
· Serving as a point of contact with benefit vendors/administrators.

· Maintaining computer system by updating and entering data.
· Setting appointments and arranging meetings.

Data Entry Job
· Update and maintain information on computer systems and in archives.
· Organizing files and collecting data to be entered into the computer.

· Analyzing the data for errors.
· Reporting problems with the data.
· Keeping sensitive customer or company information confidential.
Extra Curricular Activities

· Attended a national seminar on a smart village and sustainable development
· Attended a national work shop on financial engineering and markets

· A course on central excise and service tax
Personal Details

Sex
:
Female.

Date of birth
:
23rd June 1992
Marital Status
:
Married.

Nationality
:
Indian.

DECLARATION

I hereby declare that above said details are true to the best of my knowledge.
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