CURRICULUM VITAE

NEETU
	          Communication Address
D-185, Bhagat Singh Colony

Ballabhgarh, Haryana

Pin Code-121004
Mob. No. +919468470635
Permanent Address

D-185, Bhagat Singh Colony

Ballabhgarh, Haryana

Pin Code-121004
Mob. No. +919468470635
E-mail : nitaattri.11@gmail.com

Personal Data

Father’s Name  : Mr.Sri Bhagwan   

                          Verma        
Mother’s Name: Mrs. Kusum Devi

Date of Birth    : 11th, June. 1992

Gender             : Female

Mother tongue : Hindi

Nationality       : Indian

Languages        : English, Hindi

Marital Status   : Unmarried

Hobbies & Interests

· Net Surfing

· Singing

· Listening music

· Reading

· Rifle Shooting

· Painting

· Drawing

· Hang out with Friend            
· Travelling



	  
	OBJECTIVE

I look forward to explore opportunities to work in vibrant exciting environment. It should be able to provide me enough learning opportunities, growth potential, satisfaction in the task I undertake.
I wish to command respect in life and reputation where I work.

SUMMER TRAINING
Successfully completed 2 months of  internship &  internship project on “Recruitment & Selection” at JCB INDIA LTD.
under the guidance of Mr. Shantanu Ganguli (Manager

 Of HR Department.)
EDUCATION

  Professional Qualification:

2012             M.B.A. from SDIMT Affiliated 
                     Maharishi Dayanand University.
                     Specialization: HR & Marketing
Academic Qualifications:

2010            B.A From              
                    Saraswati Mahila  Mahavidyalya                                                        Affiliated to M. D. University, Rohtak
2007             12th from B .S. P. K. Inter College

           Affiliated to U. P. Board
 2005             10th from  B. N. Public High  School                                                                                                                                                                                                                                                                              
            Affiliated to U. P. Board



                                          EXPERINCE
             Previous Employer:  Sheela Devi Institute of Management & Technology

Designation             :  HR Executive
Duration                  :  25th June, 2012 to 5th July, 2013
Job Responsibilities:
· Maintaining Employee data (Staff & Worker) both manually & computerized

·    Maintaining Personal files of new joiners & existing employees & left employees.,
·    Maintaining attendance register, leave records & all registers, both manually & computerized
·    Daily report of Absentees, late coming & Over Time to HR Manager
·    Coordinating in Salary preparation 
·    Issuing all letters for employees like, warning letters, Termination letters, appointment letters, experience letters, Appreciation letter & all other correspondence related to joining, full & final formalities of employees and Handling their queries.
·    Responsible for drafting all notices & forms for Gate pass , OD Leave , short leave, full day leave, Monthly Attendance sheet etc.

· Coordinating & organizing employee engagement activities like sports events get together & cultural activities like Youth festivals, Inter paper presentation, workshop etc.

· Recruitment & selection of new staff.
· Counseling & handling queries of students & parents regarding admission.

            Previous Company:  Aura Placement Services
Designation            : Recruiter
Duration                 : From 15st, July, 2013 to 20th January, 2014
Job Responsibilities:
· Searching & selecting relevant CVs on job portals & existing database.
· Salary negotiation with the client & candidates.

· Searching candidate through referrals.

· Calling & mailing to suitable candidates for job openings.
· Taking initial telephonic interview of the selected candidate.
· Conducting initial interview of the applicants and further line up them.
·  Follow-up the interviews conducted by the clients regarding selection of the applicants.
· Taking care of the HR issues while screening the resume in terms of the present & previous                                   employer, years of experience, relevant work location, relevant background, relevant education, etc.
· Sourcing new clients & Making new Tie Ups.
            Previous Company   :  Shri Nanak Global Solutions
Designation               : HR Executive
Duration                    : From 1st, November, 2014 to 12th February, 2016
Job Responsibilities:
· Recruiting candidates for sales & service of Tally & induction & new joining formalities.

· Maintaining data of generated leads & follow up customers, sending quotations.
· Responsible for all administration work.  
· Maintaining Time office & preparing salary & follow up & managing for external trainings.
             Current Employer   :  Panchal Manufacturing Company Private Ltd. Faridabad
Designation            :  HR Executive

            Duration                 :  March, 2016 to still working
Areas of Exposure:-

· Payroll & Compensation
· Fully acquainted with Time Office Function, Maintaining & Tracking Attendance, OT Hours, Leave, and Gate Pass for all employees (On Roll & off Roll) as per company policy.
· Maintaining all registers under Factories Act & Labour Laws.
· Uploading of the duty Shift rotation data in Savior Time Office Management Software after cross verification.
· Responsible for Payroll processing which include preparation of salary & Bank transfer of all employee, Incentive, Overtime, Attendance Incentive, production Incentive etc.
· Provision for Annual Increment, promotion, & Full & Final Settlement Statement of left employees & mandatory compliance for new joiners & exits.
· Taking Care of Payroll related Statutory like ESIC, PF, LWF, Gratuity & returns Filing.
· Annual preparation for Bonus Payout, Leave Encashment.

· Statutory Compliances:-

· Opening TIC for new joiners as applicable under ESIC Scheme, follow up with issuing SMART Card..

· Creation & Filling of online ESIC challan & EPF challan
·  Preparation of Half yearly & Annual Return of Under Factory Act-1948.

· Preparation of LWF Return of Under L.W.F Act-1965.

· Recruitment

· Searching & selecting Resumes for all departments from job portals, existing database & through references.
· Calling & mailing to suitable candidates for job openings.
· Taking initial telephonic interview of the selected candidate & negotiating salary.
· Scheduling interview of the candidate with Managers & further follow till the selection.
· Collecting  relevant documents and open personal file after assigning the employee code.
· Responsible for joining formalities for new Employees (Reference checks, salary details, checking joining reports & educational certificates, previous offer letter, salary slip).

· Training & Development
· Identifying training needs & preparing annual & monthly training plan for all departments.
· Organizing & coordinating training as per Plan.
· To maintain training calendar and insure timely training of staff and workers.
· To maintain all document of trainings for HR audit.
· Checking effectiveness & evaluating trainings & preparing skill matrix.
· Updating Individual Training Records.

· HR Generalist Profile:-

· Recruitment & selection in Blue Collar Category through contractors.
· Collecting forms of all contractor’s employees & maintain all contractor data in excel of all plants

· Responsible for opening bank accounts for new joiners

· Preparing Induction program & Orientation for the employees towards policies & procedures of the company.
· Responsible for drafting all letter & forms to the employees & circulating daily basis notices.
· Preparing of various types of MIS (Daily Manpower Report, Absenteeism, Late Comers etc.)

· Collecting Resignation letter from Resign Employees & clear his /her full & final settlement.

· Prepare & Update personal file of new joiners & existing employees.
· Preparing & updating salary structure of all employees.
· Collecting Ex-Employees of PF withdrawal Form.

· To maintain Wages register, Accident register, Leave register.

· Maintain Muster Roll Register on Daily Basis.

· To insure that all the registers are maintained properly by Security i.e. Incoming & Outgoing, Returnable materials, Visitors, First Add Register & Employees Attendance Register.

· Conducting 5’S audits along with the 5’S steering committee and presenting the reports to senior management along with regular follow ups with the concerned department at regular intervals.

· Supporting in housekeeping & admin.
· Organizing various parties & other programs within company.
· Responsible for any Other Duties given by management from time to time.
                                 COMPUTER PROFICIENCY
· Basic Knowledge of Computer .

· Basic Knowledge of ERP & SAP, Star Link & Finsys
· MS Office (MS word, Excel, Power Point)

· Windows 7 & Windows-10
· Knowledge of using various job portals like, timesjob,shine.com,naukri.com,monster etc.

· Internet Access & E-Mailing
  ACHEIVEMENTS
· “ B” Certificate in NCC with “B’ grade
· Acted as a leader of NCC group 
· Participated in many Cultural program like Rangoli Making, Group Song,Group Dance,NIA etc.
· Participated in many contest like Quiz, Rifle Shooting, March Past, Guard of Honor etc.
· Contribution in Inter College paper presentation held in Faridabad

· Acted as a volunteer in  many events like Youth Festivals, College Seminar etc.
· Microsoft IT Certificate with “A” Grade

· Runner up in MBA Program.
                                                            STRENGTHS
· Firm Determination.

· Devoted to work.

· Punctuality

· Self-Motivating personality

· Teamwork
· Potential
· Quick Learning Ability

DECLARATION

I hereby declare that the above-mentioned information is true to the best of my knowledge.

PLACE:

DATE   :    /      /                                                                                              NEETU                                                                                                                                                          
