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	Career Objective


 To work in an organization, that will provide me ample scope of growth for my career to gain valuable experience    

by putting in best of my knowledge and skills.

	Synopsis


Post Graduate Diploma in Management with specialization in Marketing and Human Resource Management and Bachelor of Education in English and Social Sciences from Jammu University. A performance-driven and result oriented and proactive individual, possessing sound coordination, interpersonal & presentation skills. Use combination of networking and leadership skills with analytical mind-set to positively contribute to the overall growth 
	Internship


2 months internship as HR trainee in Telecommunications Consultants India (TCIL) 2011


Key Responsibilities:

· Understanding the vision and mission of the organization

· Understanding and analysing the core policies of the Human Resource Department

· Carefully analysing the recruitment process and procedures 

· Understanding the Orientation and training programmes of the organization

· Understanding the performance appraisal system of the organization as per the different level of the organization

· Reviewing the intervals of training and skill enhancement programmes being provided to the employees

· Different skill development programmes taken up by the organization for the employees at various levels and their effect on productivity of the employees

· Leadership skill development activities and reviewing the welfare initiatives for the employees of the organization

· Assisting the coach in filing the performance appraisal forms and understanding the compensation management of the system

· Understanding the grievance redressal component of the organization  

· Creating a project on –“Comparing the performance appraisal policies of the PSUs and the Private Sector organization” and suggesting suitable points of improvement for the overall appraisal system      
2 Months internship in Housing and Urban Development Corporation Ltd. (HUDCO) 2009
Key Responsibilities:

· As a trainee, understanding the basic Human Resources policies of the organization and visiting each department to understand their functioning 

· Analysing and understanding the recruitment procedure of the PSU sector organization
· Understanding how training sessions for the different departments is arranged and gauging the effects of training in skill development

· Brief review of the Compensation packages offered to the employees and other economic benefits

E.g. TA, DA, LTC, Medical encashment, Leave encashment, HRA

· Understanding different methods used for the performance appraisal of the employees 
· Creating a report on – “General Human Resource Policies of HUDCO “
	Work Experience 


Senior Academic Counsellor at NIIT (May 2011- February 2013)
Key Responsibilities:

· Advice and Counsel students on career choices

· Provide information on NIIT programmes

· Generate new leads on day to day basis

· Counselling all walk-ins and follow up with prospects

· Conducting market research for the target audience in the assigned area for the centre

· Organizing and conducting promotional events in schools and colleges 

· Formulating and implementing marketing activities for the NIIT New Friends Colony Centre

· Drafting proposals and the college and conducting meetings with the college and school authorities.                                    
· Giving presentations and demonstrations of the latest technologies and products of NIIT in Schools and Colleges of the area
· Drafting proposals for the schools and the colleges and conduct meetings with the concerned 

Authorities
· Handling the backend operations and administration

· Handling the online database management system of the centre

· Acting as support function for the branch and motivating the sales force towards achieving monthly and quarterly targets of the centre          
	Computer Skills 


· Proficient in MS office ( Word, Excel, PowerPoint, MS  Access and Outlook)

· Internet

	Core Competencies


· Enthusiastic with a good personality

· Good presentation skills 

· Ambitious and committed to goals

· Sincere towards work

· Work effectively with diverse groups of people
	Educational Credentials


	S. No.
	University
	Qualification
	Institute Name
	Year of Passing

	1
	Jammu University
	Bachelor of Education
	Sacred Heart College of Education, Jammu
	 2015

	2
	AICTE
	Post Graduate Diploma in Management
	BVB's Usha & Lakshmi  Mittal's Institute of Management, New Delhi
	2011

	3
	GGS IP University
	Bachelor in Business Administration
	New Delhi Institute of Management, New Delhi
	2009

	4
	CBSE
	XII
	Kendriya Vidalaya, New Delhi
	2006

	5
	CBSE
	X
	Green Fields School, New Delhi
	2004


	Personal Details


	Languages 
	English, Hindi

	Date of Birth
	30.08.1988

	Gender
	Female

	Marital Status
	Married

	Nationality
	Indian
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