Bhawna Chauhan
Masters in Computer Application (MCA)
Worked in Administration with a growth oriented organisation.
Professional Synopsis

· Masters in Computer Application nearly 5 years of experience in administration with focus on operation Management.
· Good working and managing experience in Operation managements with Significant Knowledge.
· Ability to provide leadership, motivation and strategic direction to a multifaceted team.
· Manage the customer relationship & governance. 

· Team player, strong attention to detail, ability to work with staff at all levels within an organisation.
· Proven ability to achieve results in very high pressure environments and to keep teams motivated.
Professional Experience 
Ganpati Real Interior Design & Studio

             


                  June 2020 to till date
Designation: HR Manager
Responsibilities:

· Managed the employee’s information system.
· MIS reports & records maintaining 
· Maintain Web & advertising administration

· Client acquisitions & handling

· Vendor reports & vendor appointment

· Manage presentation to clients 

· Recruitment of new employees.

Tinu Public School





   
         November 2017 – September 2018
Designation: Admin
Responsibilities:

· Managed MIS reports of entire management Lifecycle.
· Creating the databases of Staff members & students.
· Managed attendance systems of staff members & students.
· Ensure goal directed orientation plan for new team members.
· Ensure performance of team members as per management standard.
· Prepare a detailed plan so you will not lose sight of your goals and objectives.

Shri Siddhivinayak Group


              


  February 2014 to August 2017
Designation: General Manager
Responsibilities:

· Managed the employee’s information system.
· MIS reports & records maintaining 
· Maintain Web & advertising administration
· Client acquisitions & handling

· Vendor reports & vendor appointment

· Manage presentation to clients 

· Recruitment of new employees.
Scholastics
2011

Master’s Degree in Computer Application (MCA) from RBS FMCA College, Agra.
2007

Bachelor’s Degree in Science in PCM from Agra College, Agra.
2004

12th (U.P. Board) from R.S.S. Girls Inter College, Agra.
2002

10th (U.P. Board) from I.B. Girls Inter College, Agra.
Achievements & Extra Curricular Activities
· Awarded for Best Employee Award in February 2017 by Shri Siddhivinayak Group Noida.
· Attended 6 months Industrial Training in 2011 from CRRI, New Delhi.
· Attended 6 weeks Entrepreneurship Development Programmed in March 2010 organized by TBI-KIET, Ghaziabad.   
· Attended C quiz in 2010 organized by Anand Engineering College, Agra. 
IT Skills – Windows, MS Office & Internet Applications 
Operating system
: Windows 7/8/10 
Office Suite              
: MS Office 2007/2010/2013/2016
Configure Outlook (Express/Manual)
Personal Details
Name


: Bhawna Chauhan
Father’s Name

: Shri Shanker Lal Chauhan
Date of Birth

: 23rd Feb 1987
Status


: Married

Email 


: bhawnaagra23@gmail.com
Contact Numbers
: +91-9654086154, 9990253193
Address

: Noida Extension

Declaration 
I hereby declare that the information furnished above is complete and true to the best of my knowledge. References will be available on request.
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(Bhawna Chauhan)
