RESUME

AKANKSHA RAWAT                                                    

Amrit Palace behind D-Mart,Nipania
 Indore-452016

 Email id:  akanksha.rawat.0907@gmail.com

Mob      :  91-8962475520

CARRER OBJECTIVE 
To work in an environment where experience & strong professional growth can be achieved with full dedication & to be good in whatever responsibility assigned to me.
Working Experience: 
                1 YEAR WORKING EXPERIENCE IN IANT INSTITUTE INDORE AND PRESENTLY
                  WORKING IN  HR,ADMIN & OFFICE MANAGEMENT.

       HR IN MARICO LIMITED  FROM  10 OCT 2017 TO NOW.
                    I WAS WORKING IN PUNE JUST THIS MONTH I HAVE TRANSFERRED HERE.
4 YEARS TOTAL WORK  EXPERIENCE HR,ADMIN AND OFFICE MANAGEMENT .
Job Responsibilities:-
1. Recruitment

· Coordination with Technical panel and understanding their requirements, defining job positions. 
· Resourcing, screening and short listing resumes through various job portals or else internal reference. 
· Short listing the resumes based on desired skills and experience. 
· Advertising vacancies, screening and short listing resumes.
· Conducting telephone and Personal interviews in coordination with departmental heads. 
· Preparing offer letter, employment contract and job descriptions, completing joining Formalities and documentation. 

2. Training & Development: 
· To conduct the training programs thru internal & external faculties on various courses / training need topics as per training plan. 

· Maintain the Record of training like; attendance, feedback, Effectiveness & evaluation by HOD / immediate Supervisor. 

· Developing internal faculties for conducting in-house training programmers for cost effectiveness & enhancing skill levels.
·  Issuing training certificates after completion of the training
· Fill up training need & Identify form.

· Maintain training feedback form.

· Training need analysis and designing functional training program.
3. HR & Administration:
· Compilation & processing of attendance data in attendance system.

· Processing monthly attendance muster for workers, trainees & officers.

· Preparation of full and final settlement generation of Experience Letters, Relieving Letters. 
· Keeping track of Confirmation, Appraisals, and Increments of employees.

· Preparing various letters like offer letter, appointment letter, confirmation letter, increment letter, transfer letter, Absenteeism notice, warning letter, showcase notice, experience/service certificate, reliving letter, etc.

· Daily line wise manpower allocation

· Daily update in attendance system

· Monitoring the overall Induction, Joining formalities of new join employee.

· Handling all types of bill e.g. labors security etc.

· Maintain personal record of new join employee

· Handling manpower planning and plan for proper sourcing methods.

· Maintain attendance record of all contractors for salary.

· Maintain all reimbursement register
4 years of work experience in the field of Office Management /HR

· Training in BSNL on EWSD & E10 Exchange, SMPS Power Plant, Internet Power Plant At Area Telephone Exchange, TIKAMGARH  (M.P.)
· Participated in 49th State Level Games at School Level 
· Participated in Sanskrit Gyan Pariksha  
Qualifications

Academic Qualifications











· Bachelor of Engineering (B.E.) with 6.83 CGPA from BANSAL INSTITUTE OF RESEARCH TECHNOLOGY AND SCIENCE from RGPV, Bhopal M. P. in 2014.

· Post Graduate Diploma in Computer Application Course (PGDCA) with 69% from MAKHANLAL CHATURVEDI NATIONAL UNIVERSITY OF JOURNALISM AND COMMUNICATION Bhopal. M.P. in 2016.

· Master of Technology  (M.tech) with 7.53 CGPA from TECHNOCRATS INSTITUTE OF TECHNOLOGY from RGPV,Bhopal M.P. in 2019.
COMPUTER SKILL

· Operation System : Dos / Windows 98 , 2000, XP

· Packages Known :  Word , Excel , Power point

Personal Details: 
Name                                        : - AKANKSHA RAWAT                                                    

Father Name                             : - Mr. R.S. Rawat
Status                                        : - Single
Nationality                                : - Indian.

Language knowledge                : - English, Hindi, 
Religion                                     : - Hindu.

Date of Birth                             : - 9, July 1993
Mobile No                                 : - 6260680438
The information presented here is correct the best of my knowledge and assure to work with full sincerity and novelty.
Date: -                                                                                                   Yours Faithfully.    

   (Akanksha Rawat)
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