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Application for the post of: - HR/IR/Admin Officer or Suitable as per my qualification

LABOUR  WELFARE  OFFICER  REGISTRATION  NO:-
महाराष्ट्र कामगार कल्याण अधिकारी नोंदणी क्र. : - सं
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OBJECTIVE:-
To secure a career in an organization where I can utilize my knowledge, various skills in contribution towards fulfilling the company’s growth objectives, develop my career and excel in the field.
EDUCATIONAL QUALIFICATIONS:-
	Sr No.
	Exam Passed
	College / Institute
	Board / University
	Year
	% Marks

	1
	Master Of Labour Studies 
	Maharashtra Institute of Labour Studies 
	Nagpur
	2016
	64.63

	2
	B.COM
	L.A.D. College 
	Nagpur
	2014
	53.50

	3
	CS Executive (Module 1)
	ICSI – Nagpur
	New Delhi
	2013
	Passed

	4
	CS Foundation
	ICSI – Nagpur
	New Delhi
	2011
	Passed

	5
	H.S.C.
	Dr. Ambedkar College
	Nagpur
	2011
	74

	6
	S.S.C.
	Mahatma School Of Academics And Sports
	Mumbai
	2009
	82.92


SKILLS:-
· Functional HR Knowledge
· Sourcing & Recruitment
· Communication
· Labor Laws
· Employee Relations
COMPUTER SKILL: - 
· Information Technology in Corporate Environment
· MS Office – Word, Excel, Power Point
· General And Graphic Application : HTML
STRENGHTS:-

· A quick learner with ‘Can Do’ attitude.
· Thrive in deadline – driven environment.
· Willingness to learn.
· Able to set expectation.
· Adaptability to change environment.
· Self-confident and great patience.
PROFESSIONAL EXPERIENCE:
Currently working with Petron Engineering Construction Ltd, Mumbai as a Officer – HR 
(Feb. 2017 to till date)

Work Profile
· Manpower Planning

· Recruitments
· Managing recruitment and selection for all the divisions

· Responsible for Placing Recruitment advertisement.

· Ensure Issue of Offer Letter and Appointment letters with Approval of Management

· Coordinating with factories for new joinees.

· Select the candidate from Campus Recruitment 
· Profile search through database
· Induction:-

· Coordination with candidates prior to joining.

· Responsible for completion of Joining Formalities.

· Responsible for introducing the new joinee to HR & related Departments along with HODs.

· Co-ordination with HODs to work out Induction schedule for fresh recruits.

· Responsible for arranging Technical and required General training for Fresh Recruit

· Letter Drafting:-

· Preparation of Offer, Appointment, Transfer, Confirmation, Promotion, Relieving, Experience, cessation and other letters.
· Ensure timely distribution of letters.
· Processed payroll information and Labour wages in an accurate and timely manner.
· ESIC
· Provident  Fund

· Training

· Labour Cases

· Site Co-ordination
· Maintaining daily attendance report of HO roll staff & Project roll staff.
· Ensuring timely reporting of transferred staff.

· Approvals for appointment of Project roll staff and departmental workmen.
TRAINING :-

· Hospitality and Management .

· Student Induction Programme .
· ORGANIZATION: - PREMIER IRRIGATION ADRITEC PVT LTD.
Position
: -
Trainee

Tenure

: -
January 2015 – March 2015
Reporting To
: -
HR Manager 
· ORGANIZATION:- DIFFUSION ENGINEERS LIMITED
Position
: -
Trainee

Tenure

: -
January 2016 – March 2016
Reporting To
: -
HR Manager 
ACADEMIC PROJECT:-

· “A STUDY OF THE EMPLOYEES ATTITUDE TOWARDS IMPLEMENTATION OF ‘5S’ AS A TOOL FOR ENRICHING QUALITY OF WORK LIFE”
LANGUAGE KNOWN: - 
· English
· Hindi
· Marathi
PERSONAL PROFILE:
· Father’s name 

:
Manohar M. Zade

· Date of birth

:
23-09-1993

· Gender


:
Female

· Marital status

: 
Unmarried

· Nationality

:
Indian
DECLARATION:
I hereby declare that the above information furnished is true to the best of my knowledge.
     Thanking You,

     Yours Faithfully

    Sneha M. Zade 
        8983717646 /
        8668933725[image: image1.png]



