XXXXXXXX
*E-Mail:  
*Phone: 
-
To primarily utilize my skills in the field of Human Resource. 

· To act as a catalyst in the organization’s growth and develop my skills in a progressive environment.

Educational Qualifications

	Examination
	Year
	School/College
	University/Board
	Specialization
	Class

	MBA Sem-IV
	Appearing
	SCDL
	Symbiosis Deemed University
	HR
	

	Bachelor in Arts
	2004
	Symbiosis College of Arts & Commerce, Pune
	Pune University
	Economics
	II

	XII
	2001
	Symbiosis School, Pune
	Maharashtra Board
	Arts
	II

	X
	1999
	Symbiosis School, Pune
	Symbiosis School, Maharashtra Board
	-
	II


Employment History

Company 
KPIT-Cummins GBS Ltd Pune

         
Designation
as a Trainer (Training and Development, Recruitment) raining                  Period

Oct 2007 till Jan 2009

Additional Qualification

· Diploma in Computer Application from Symbiosis Institute of Computer Studying and Research Pune.

(COURSE INCLUDES): Microsoft Excel, PowerPoint, HTML, MS-Office, and Visual Basic 0.6, Dreamweaver.

· Diploma in Aviation & Hospitality Management from Air Hostess Academy, Pune

(COURSE INCLUDES): Communicating skills, German, Aviations, Hospitality, Ticketing and Tourism.

Professional Experience

· Worked as Human Resource Executive with Humdinger Technology Pune - (Sep 2006 – Oct 2007)

Key Result Areas:

· Leave Management 

· Attendance

· Handling Payroll and Salary Structure

· Appraisals 

· Head hunting and Recruitment

· Induction 

· Joining and Exit formalities

· Corporate Trainings

· Also handling end to end ADMIN activities

· Worked as Trainer (Training & Development, Recruitment) with KPIT Cummins GBS Ltd, Pune – (Oct 2007 – Till Jan 2009)

Key Result areas:

· Conducting Corporate Trainings

· Training on Voice and Accent,  Customer service and Cultures of various countries

· Coaching on Customer Service

· Call Monitoring

· Quality Check

· Conducting a Training Need Analysis for all the new joinees

· Conducting Interviews(Voice Checks) 

· Induction

· Doing voice over for various processes

· Weekly Call Calibration with US clients

· Content Development (Preparing New Training Modules)

· Worked as HR & Admin Executive with Kirloskar Integrated Technologies Ltd, Pune – (Feb 2009 – Jan 2010)

Key Result areas:

· Solely Looking after all the Admin Activities

· Completing all the Joining Formalities for the New Joinees

· Looking after the HRMS details and co-ordination with the HRMS dept.

· Payroll Processing

· Maintaining Leave records and attendance for the Employees

· Maintenance of HR policies

· Looking after the front office

· Assisting the CEO of the company.

· Co-ordination with other Kirloskar Group Companies and other departments

· Looking after account of all the expenses occurring for Admin purpose.

· Maintenance of the Annual contracts of the Vendors.

· Working Sr.HR Executive with Snipple Animation Studios Pvt Ltd. – (Sep 2010 – June 2011)

Key Result areas:

· Completely looking after the recruitment

· Solely Looking after all the Admin Activities

· Completing all the Joining Formalities for the New Joinees

· Exit Interviews

· Payroll Processing

· Maintaining Leave records and attendance for the Employees

· Maintenance of HR policies

· Looking after account of all the expenses occurring for Admin purpose.

· Maintenance of the Annual contracts of the Vendors.

· Maintaining the Outward / Inward couriers

· Making Payment of Bill

· Make Domestic and International Travel and Visa arrangements as per the requirement

· Scheduling Tests for the candidates and also Conducting test for them.

Achievements:

· Certified Trainer for Corporate Trainings and Voice and Accent Training.

· Conducted Behavioural Skills training.

· Awarded with Certificate for Recruitment.

Curricular Activities 

· Taken part in Dance Competitions in School and also in college.

· Also participated in NCC Rally.

Personal Details

	Address
	

	Contact Information
	Tel:          Or Email 1: 
Tel:  Or Email 2: 

	Date of Birth
	XXth November XXXX

	Marital Status
	Married

	Nationality
	Indian

	Gender
	Female

	Languages
	English, Hindi, Malayalam, Marathi.

	Hobbies
	Singing, Interacting with People, Dancing, Listening to soft music.

	Passport Number
	

	Date of Issue
	20th December, 2004

	Date of Expiry
	19th December, 2014

	Place of Issue
	PUNE



