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Summarized Information
· Career Objective ~ Quest to work in a real challenging environment that enables inclination Achieve the best in my career leading to professionaladvancement.
· [bookmark: _GoBack]Work experience~ 2.5+years

KEY EXPOSURE

TECHNICAL SUMMARY

	Operating Systems
	Windows XP, Windows 7/8/10

	Microsoft Technologies
	MS Office, MS Excel, MS PowerPoint

	Software
	SAP/CRM,& few more

	Other
	Google form, Google sheets,etc



Organizational Experience

	Organization
	Role/Designation
	Duration(in Years)

	 Aaradhna builders and   developers 
	 CRM Executive
	   5 Months (left due to an Accident)

	Engineers Academy
	Admin Executive
	June 2021 to Aug 2022  
(due to less salary accordance with work/ no Sundays were off only 3 leaves were there in a month)

	NG Gadhiya
	HR Executive
	 March 2023 to September 2023
(Due to Marriage)



Project Experience summery

	
Organization
	Aaradhna Builders & Developers- (5 months)
Aradhana Buildtech ,Builders and Developers , is an established name in the field of real estate. 


	Project
	Real State Multiple Projects

	Roles & Responsibility 
· Collecting and analyzing customer data
· Checking mails and leads 
· Attending clients and diverting them to sales team
· Providing leads to sales team and taking reports from them. 
· Developing new ways to meet customers’ needs
· Handling customer complaints
· Overseeing the interactions between customers and key team members, such as Customer Service Representatives
· Developing marketing campaigns to attract new customers
· Collaborating with sales, operations teams to improve the customer experience etc.





Project Experience summery

	
  Organization
	Engineers Academy - (June 2021 – Aug 2022)
Engineers Academy is a well renowned institute in education sector.

	Project
	Education

	Roles & Responsibility
· Making DAR Reports of All theCenters.
· Worked As a Mediator B/W Head Office and OtherCenter's.
· Keep Records and Reports Up toDate.
· Manage Data in Spreadsheets andReports.
· Supervise Other Staff and DelegateResponsibilities.
· Making Database of Nearby 150 Faculties and Managing Their RoutineActivities.
· Cross Checking of Amount Which Is Credited to the Centers by Students as Well As CenterHeads.
· Making Feedback Note Sheet of All theEmployees.
· I Have Been Managing16+Centers.
· Testimonials Collection from the Students Who Cracked Govt. Examination from Engineers Academy.



	
· Making Day to Day Sheet of Fee Collection and No. Of Admission of All the Centers.
· Managing & Heading all the functions & festivals which are organizing by thecompany.



Project Experience summery

	Organization

	NG GADHIYA 
N G Gadhiya Infrastructure Private Limited is a leading group in  Mining & construction

	Project
	Mining & Real State

	Roles & Responsibility :-mentioned in R&R (Attached  with resume)



Skills
· Ability to work and interact well with other team members.
· Computer proficiency
· Research skill
· An Openness to new ideas
· Self-motivation and time management Adaptability
Educational Profile
Professional
· Bachelor in Business Administration from JECRC University, Jaipur Rajasthan(Year-2020))
Academic
· 10+2 (stream) from CBSE., Rajasthan, India.(Year- 2017)
· 10th from CBSE, Rajasthan,India.

Other professional Project
Solid waste management
Initiated a project solid waste management which is running in Beware right now to create employment among the poor section of society and to create cleanness in the society.

PERSONAL DETAILS
· Name : Qutee Jain
· Date of Birth : 11 July1999
· Nationality: Indian
· Marital Status :Married 
· Languages Known: English, Hindi

Interest
· TRAVELLING
· Volunteering work
· Exploring new things




(QUTEE JAIN-HR EXECUTIVE)

OVERALL RESPONSIBILITIES
(From last company)

	S.NO
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	07

	8
	HR & ADMINISTRATION
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· LETTERS
· JOINING LETTERS:-
1. APPROVAL LETTER
2. OFFER LETTER
3. JOINING LETTER
4. TRANSFER LETTER
· PERFORMANCE APPRAISAL: -
1. INCREMENT LETTER
2. APPRECIATION LETTER
· DISCIPLINARY ACTION LETTERS: -
1. WARNING LETTER
2. SHOW CAUSE
3. PANELTY LETTER
4. TERMINATION LETTER
· EMPLOYEE EXIT LETTERS:-
1. EXPERIENCE LETTER
2. RELIEVNING LETTR





     JOINING LETTERS:-

· JOINING:-
1. APPROVAL LETTER
2. OFFER LETTER
3. JOINING LETTER
4. TRANSFER LETTER

·  RESUMES /CV FROM RECRUITEMENT TEAM .
·  CONFORMATION OF COMPANY NAME FROM MD SIR .
·  MENTIONING THE CANDIDATE DETAILS IN LETTER ISSUE LIST.
·  PREPARING APPROVAL LETTER COMPANY WISE 
·  DRAFTING OFFER LETTER ON THE BASIS OF APPROVAL LETTER.
· VERIFICATION OF APPROVAL/OFFER LETTER FROM Sr.HR MANAGER
·  APPROVAL FROM MD SIR FOR RELEASING OFFER LETTER.
·  RELEASING OFFER LETTER .
·  ATTACHING ACCEPTANCE OF OFFER LETTER 
· COLLECTING JOINING DOCUMENTS :-
· AADHAR CARD
· PAN CARD
· BANK DETAIL-(CANCEL CHEQUE/PASSBOOK)
· 5 PASSPORT SIZE PHOTOS
· SCHOOL CERTIFICATE
· GRADUATION/ POST GRADUATION CERTIFICATE
· RELEAVING LETTER-(IF HAVING EXPERIENCE )
· EXPERIENCE LETTER-(IF HAVING EXPERIENCE )
· RESIGNATION LETTER-(IF HAVING EXPERIENCE )
· DRAFTING JOINING LETTER 
· VERIFICATION OF JOINING LETTER FROM Sr.HR MANAGER
· FILING JOINING LETTER WITH OTHER DOCUMENTS
· APPROVAL FROM MD SIR FOR RELEASING JOINING LETTER.
· RELEASING JOINING LETTER.
· PROVIDING CNDA FORM ,ANNEXURE,PERSONEL DETAIL FORM, BANK FORM .
·  COLLECTING SIGNED ACCEPTANCE .
·   SEPRATE FILE OF CANDIDATE IN SOFT AND HARD COPY.
· SAP UPDATION
·  PROVIDING NEW  EMPLOYEE DOCUMENT TO ACCOUNTS TEAM AT THE TIME OF SALARY.
4.TRANSFER LETTER:-
· IT IS A FORMAL COMMUNICATION TO AN EMPLOYEE WHO HAS ETHIER BEEN TRANSFERRED TO A NEW ROLE OR NEW LOCATION.
· DRAFTING THE TRANSFER LETTER AS PER REQUIREMENT
· PROVIDING THE TRANSFER LETTER TO ACCOUNTS TEAM.



PERFORMANCE APPRAISAL LETTERS

· PERFORMANCE APPRAISAL: -
3. INCREMENT LETTER
4. APPRECIATION LETTER

1.INCREMENT LETTER:-
· [bookmark: _Hlk137044697]INITIATING APPROVAL LETTER  ON THE BASIS OF MD SIR,S INSTRUCTIONS.
· GET APPROVAL SIGNED BY MD SIR
· EMPLOYEE INFORMATION FROM SAP AND OFFLINE SOURCE.
· DRAFTING THE INCREMENT LETTER 
· VERIFICATION AND SIGN ON SALARY BREAKUP FROM Sr.MANAGER.
· GET IT SIGNED BY MD SIR
· SENDING THE LETTER TO RESPECTIVE EMPLOYEE.
· FILING OF INCREMENT LETTER OFFLINE AND ONLINE.
· UPDATING INCREMENT HISTORY ON SAP.
· AT THE TIME OF SALARY PROVIDING THE LETTERS TO ACCOUNTS TEAM WITH APPROVAL LETER.

2.APPRECIATION LETTER:-
· DRAFTING APPRECIATION LETTER.
· TAKING EMPLOYEE INFORMATION FROM SAP AND OFFLINE SOURCE.
·  GET IT VERIFIED FROM SR.HR MANAGER
·  GET IT SIGNED BY MD SIR
·  SENDING THE LETTER TO THE RESPECTIVE EMPLOYEE.

· DISCIPLINARY ACTION LETTERS: -
1. WARNING LETTER
2. SHOW CAUSE
3. [bookmark: _Hlk137048112]PANELTY LETTER
4. TERMINATION LETTER 
[bookmark: _Hlk137048732]1.WARNING LETTER:-  A FORMAL LETTER ISSUED BY THE AUTHORITIES IN THE ORGANIZATION TO THE EMPLOYEES FOR THEIR INAPPROPRIATE BEHAVIOUR, DISCIPLINARY ISSUE, OR ANY MISCONDUCT.
· DRAFTING  WARNING LETTER.
· ISSUING THE WARNING LETTER TO THE CONCERNED EMPLOYEE.
· FILING OF WARNING LETTER ONLINE AND OFFLINE.





2.SHOW CAUSE:--ASKS THE EMPLOYEE TO PROVIDE AN EXPLANATION (OR 'SHOW CAUSE') WHY THEY SHOULD NOT FACE DISCIPLINARY ACTION ISSUE – WHETHER ABOUT CONDUCT OR CAPACITY – IN THE WORKPLACE.
· DRAFTING OF THE SHOW CAUSE LETTER TO CONCERNED EMPLOYEE.
· ISSUING THE SHOW CAUSE LETTER
· TAKING EXPLANATION (OR 'SHOW CAUSE') WHY THEY SHOULD NOT FACE DISCIPLINARY ACTION ISSUE FOR THE MISS CONDUCT THEY HAVE COMMITED.
· FILING OF SHOW CAUSE LETTER ONLINE AND OFFLINE
3.PANELTY LETTER:-  A NOTICE OFFERING THE OPPORTUNITY, BY PAYING A PENALTY IN ACCORDANCE WITH THIS DIVISION, TO DISCHARGE ANY LIABILITY TO BE CONVICTED OF THE OFFENCE TO WHICH THE NOTICE RELATES .
· DRAFTING A PENALTY LETTER.
· ISSUSING THE PENALTY LETTER 
· COLLECTING THE FINE FROM THE CONCERNED EMPLOYEE.
· FILING OF PANELTY LETTER AND THE AMOUNT CHARGED IN ONLINE AND OFFLINE MODE.
4.TERMINATION LETTER: - A LETTER FROM AN EMPLOYER TO AN EMPLOYEE CONTAINING PERTINENT DETAILS SURROUNDING THEIR TERMINATION. 
· DRAFTING A TERMINATION LETTE.
· ISSUING THE TERMINAION LETTER.
· FILING OF TERMINATION LETTER ONLINE AND OFFLINE.
· 
EMPLOYEE EXIT LETTERS

· EMPLOYEE EXIT LETTERS: -
1. EXPERIENCE LETTER
2. RELIEVNING LETTR

1.EXPERIENCE LETTER: - A DOCUMENT THAT PROVIDES PROOF OF EMPLOYMENT FOR EMPLOYEES.
· CHECKING THE NO-DUES FORM AND CHECKING THAT THE EMPLOYEE HAS SERVED PROPER NOTICE PERIOD OR NOT.
· DRAFTING THE EXPERIENCE LETTER.
· ISSUING THE EXPERIENCE LETTER.
2.RELIEVNING LETTR:-  A WRITTEN RESPONSE TO AN EMPLOYEE'S FORMAL NOTICE OF RESIGNATION..
· CHECKING THE NO-DUES FORM AND CHECKING THAT THE EMPLOYEE HAS SERVED PROPER NOTICE PERIOD OR NOT.
· DRAFTING THE RELIEVNING LETTR.
· ISSUING THE RELIEVNING LETTR.



· FORMS:-
EMPLOYEE REFERENCE FORMS-THESE FORMS ARE FILLED FOR THE BETTER  FLOW IN THE ORGANISATION.

· APPROVAL FORMS.
1. ASSET APPROVAL FORM (LAPTOP /PHONE/SIM CARD/PENDRIVE/ETC)
2. ONLINE ACCESS FORM(COMMON FOLDER /PENDRIVE/EMAIL ID/ETC)
3. PURCHASE APPROVAL FORM
4. TRAVEL APPROVAL FORM  (VEHICLE USED FOR TRAVELLING PURPOSE)
5. OFFER LETTER APPROVAL FORM
6. JOINING LETTER APPROVAL FORM ETC.
· UNDERTAKING FORM.
1. ASSETS (LAPTOP /PHONE/SIM CARD/PENDRIVE/ETC)
2. UNIFORM UNDERTAKING FORM
3. VEHICLE UNDERTAKING
· REQUEST FORMS.
1. SALARY ADVANCE FORM
2. TRAVEL EXPENSE REMBURSEMENT FORM
· JOINING & EXIT FORMS.
1. PERSONEL DETAIL FORM
2. BANK FORM
3. CNDA-(COMPANY NON DISCLOUSRE AGREEMENT FORMS.
4. NO DUES FORM
· LEAVE FORMS.
1. LEAVE FORM
2. GATE PASS
· DOCUMENTATION








\










· UNIFORMS /ID CARDS/ETC.
· CREATING LIST OF NEW EMPLOYEES.
· CHECKING REQUIREMENT OF PREVIOUS EMPLOYEES.
· CREATING LIST OF ID CARDS AND PROVIDING LIST TO THE VENDOR.
· PROVIDING UNIFORMS AND ID,S TO NEW JOINERS.
· FOLLOW UP FROM VENDORS.
· UNDERTAKINGS FROM VENDORS.
· UNDERTAKING FROM EMPLOYEES.


· ATTENDENCE AND LEAVE MANAGEMENT.
· VERIFYING ATTENDANCE FROM ATTENDENCE REGISTER.
· UPDATING VERIFIED ATTENDANCE IN HR REGISTER.
· CHECKING LEAVE FORMS OF ABSENTEES.
· FOLLOW UP FOR LEAVE FORMS. 
· FILING LEAVE FORMS/GATE PASS ACCORDING DATES.
· ATTENDANCE TOTAL OF EACH EMPLOYEE.
· PROVIDING CALCULATED ATTENDANCE SHEET TO ACCOUNTS TEAM AT THE TIME OF SALARY.

· LEAVE FORMS
· RECEIVING LEAVE APPLICATION/GATE PASS FROM EMPLOYEE.
· VERIFYING LEAVE APPLICATION/GATE PASS.
· TAKING MD SIR, S APPROVAL.
· INFORMING EMPLOYEE.

·     STATIONERY
· STORE UPDATION.
· WEEKLY CHECKING REQUIREMNTS.
· PURCHASE APPROVAL FROM MD SIR .
· PLACING ORDERS.
· STOCK RECEIVING.
· VERIFYING ORDERS FROM CHALLAN/INVOICE.
· PROCEEDING CHALLAN/INVOICE FOR PAYMENTS. 
· ISSUING STATIONERY.
· MAINTAINING ISSUANCE SHEET OF ALL EMPLOYEE ON DAILY BASIS.
· MONTHLY SUMMARY SHEET OF ISSUED STATIONERY.
· PROVIDING STATIONERY KIT TO NEW JOINEES.
· TAKING OVER THE STATIONERY ITEMS ISSUED TO EXIT EMPLOYEES


· STRATEGIC REPORTS CREATIONS: - DRAFTING & UPDATING REPORTS AS PER REQUIRMENTS.  

· MCR (MONTHLY CONFIDENTIAL REPORT)
· R&R (ROLES AND RESPOSIBILITY)
· POLICY MODULE (HR MANUAL)



· HR & ADMINISTRATION :- 
· LOOKING FOR ALL THE ADMIN PART AS PER REQUIREMENT
· GRIEVANCE HANDLING/BRIDGE BETWEEN MANAGEMENT & EMPLOYEE /ADDRESSING DEMANDS OR OTHER ISSUES OF EMPLOYEES
· ARRANGING  CELIBRATIONS , PARTY & EVENTS IN  ACCORDANCE WITH OCCASION
· ORGANISING SPORT ACTIVITIES
· OTHER IMPROPT  WORK APPOINTED BY HIGHER AUTHORITY






	

DOCUMENTATION


ONLINE


SAP SOFTWARE


SYSTEM FOLDER 


OFFLINE


HARD COPIES OF DOCUMENTS (SEPRATE FILES) ETC
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