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	Career Objective
	
	
	As a self-motivated business management professional who possess qualities of leadership, good communication & interpersonal skills, to do attitude and ability to quickly adapt new environments. I aspire to be an associate with a progressive organization that gives me scope to update my knowledge and skills in accordance with the latest trends and be part of a team that dynamically works towards growth of organization and gains satisfaction thereof.

	
	
	
	

	Synopsis
	
	
	· A Master in Business Administration by qualification with more than 5 years of post-qualification experience in HR Administration

· Able to maintain high level of confidentiality
· Excellent interpersonal and customer-facing skills

· Good administrative skills with flexibility and willingness to learn

· Ability to tactically work as part of a team

· Diplomatic and pay attention to minor details

· Working knowledge of Internet, MS office, Adobe Suit and Email

· A self-motivated team player with excellent communication skill and an analytical mind with ability to think clearly and logically

	
	
	
	

	Professional Accomplishments
	
	
	Exam

University

Institute

Year

Master in Business Administration

Visvesvaraya Technological

University, Belgaum

Shree Devi Institute of Technology,

Mangalore

2011



	
	
	
	

	Academic

Accomplishments
	
	
	Exam

Board/University

Institute

Year

Bachelor of Commerce

Gujarat University, Gujarat

N P Arts & Commerce College, Gujarat

2008
H.S.C.
Gujarat State Board
Girls Govt. Secondary & Higher Secondary School
2005

S.S.C
Gujarat State Board
P. V. M. Secondary & Higher Secondary School
2003



	
	
	
	

	Academic Project
	
	
	· Ethos HR management & Labour welfare at Ahmedabad, Gujarat, India.

	
	
	
	

	Computer Skills

	
	
	· Platform : Windows (all version) and Linux

· MS Office, Adobe Flash, Adobe Photoshop, Internet Application and Email

	
	
	
	

	Work Experience
	
	
	Viren Pharmaceuticals – India



(2011 – 2017)

as Human Resources Administrator
· Require to file employee-related documents, answer department telephones, relay messages, and distribute information to employees

· Schedule meetings and appointments, making travel arrangements, plan company events and processing expense reports

· Responsible for creating and editing HR-related documents and presentations, entering and updating employee information into company databases, preparing employment packages, and perform payroll and timekeeping functions

· Co-ordinate essential internal and external training and recruitment tasks, including posting job openings, reviewing resumes, calling candidates, and scheduling interviews

· Plan human resource requirements in conjunction with other departmental managers

· Develop and implement labour relations policies and procedures and negotiate collective agreements

· Organize and conduct employee information meetings on employment policy, benefits and compensation and participate actively on various joint committees

	
	
	
	

	Key Competencies & Skill Set


	
	
	· Strong Leadership skill
· Sincere, Enthusiastic & Self-motivated

· Quick learner, a Good Team Player with strong Work Ethics and Strive for Excellence

· Strong Time Management Skills developed by managing multiple tasks at a time

	
	
	
	

	Passport Details
	
	
	· Place of Issue

: Ahmedabad

· Date of Issue

: 12/03/2015

· Date of Expiry
: 11/03/2025

· Visa Status

: till 10th August 2017(visitor visa)

	
	
	
	

	Personal Information
	
	
	· Date of Birth

: 25th April 1988

· Sex


: Female
· Nationality

: Indian
· Marital Status

: Married

· Languages Known
: English, Hindi and Gujarati

	
	
	
	

	Reference
	
	
	References will be available upon Request

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


