RESHU RAJORE

Mobile Number: 9971773365 							Email  : reshurajore01@gmail.com
CAREER OBJECTIVE –
Seeking a career to utilize my knowledge, personal skills to gain comprehensive understanding at a reputed organisation so as to take responsibility and contribute significant.
Personality Traits - 
· Strong leadership and motivational skills
· Willingness to learn
· Excellent presentation skills
· Believe in teamwork
· Ability to handle challenging task
· Excellent Organising  Skill

Current Job (October 2019 - Present)
Sr. Executive- Human Resources at Shakti Olevin Compounds LLP

· Handle the HR process from Recruitment cycle till the Joining. Job posting on Naukri and LinkedIn for Walk-in/ contract based employees. Line-up the interview process and conduct all rounds systematically.
· Provide the relevant document to the employee - Offer letter, Appointment after joining, Increment Letter, Transfer order, experience letter etc
· Complete the process of Onboarding.
· Proper Documentation and keep an eye on Employee Files - Complete all the documents as per company pre-defined structure.
· Add the employee on Biometrics, creation of their Email ID, Introductory Email to plant-members as well as to the Head Office.
· Handle all the admin work for the head office team - office utilities, fulfil Departmental needs, supplies of Pantry.
· Handle Petty cash for contact vehicles, and contract labour and day to day office expenses.
· Update Attendance Report to all employees and departmental head in every 15 days . Report the flaws directly to the HR Manager and Director.
· Attendance Management and prepare the sheet for labours and HO employees.
· Provide all the inputs to Payroll team at the end of the month and cross check the amounts for plant 1 and HO with the HR-Manager.
· Take Care of all the day to day Correspondence, Grievance reporting and vendor management.
· Liaison with the Finance Department for salary processing, PO preparation and vendor payables.
· Assist HR Manager in Exit Interview and Retention policy.
· Systematic - Release of Full and Final.


Current Job-  (June 2018 - September 2019)
1 Year 3 Months experience as Assistant Manager-HR & Operations in Vidyamandir Classes, Educational Institute - & Branches.

· Complete the process of HR from Recruitment till the placement of employees.
· Provide all relevant documents to employee i.e. Offer Letter, Appointment Letter, Increment letter, Relieving letter etc
· Maintain and update the database on a regular basis.
· Ensure all Documents are updated in employees’ file- Professional and Salaried Employee.
· Prepare monthly headcount reports, PF reports, CTC and Variance data and other reports as and when required
· Submit all Employee Reports to Director within every 15 days i.e. Absenteeism Report, New Joinee Formalities, Recruitment in next one month for vacancy, Salary reports
· Take care of all the formalities related to ESIC and EPF, other Statutory Compliance
· Maintain Professional Service invoice on monthly basis for hired candidates
· Provide all the relevant  information to our Payroll Partner (New Joinee, Exit Employee, Corrections in salary, Salary slip etc)- FLEXIELE.com
· Maintain the attendance and Leave Management from payroll and salary perspective
· Fetch and Compile the Attendance of all 7 branches (Deductions, LOP, Salary calculations etc) 
· Maintain all Investment Proofs and Records of employees.
· Build new Policies from organisation, Liaison with all employees – Monthly basis, take care of  all employee welfare and healthy environment in organization. 
· At the end of the month, cross check all vendor bills for pay out - Provide the whole sheet to the Accounts Department.
          
  First 4 Months  as Assistant Manager- Academic and HR Operations in Vidyamandir Classes  Educational Institute –    7 Branches
Job Profile :-

· Co-ordinate with all the branches – get Academic Sheet completed on daily basis.
· Analysing all students data – take care of operational aspects of teaching like syllabus tracking, Planning and record of time table, Address all daily issues.
· Personal coordination with branches for Entrance Exam NAT 2018 and 2019. From Followup to Result distribution. (it includes providing Registration candidate list till last date, Provide and follow up for proper conduction, Result letter, issue Discount letter till distribution of result to student). Report to Director with the number on the Final Date.
· Provide all the desired results, Book, Portal access to Faculty as well as Non- Academic Employees’.
· Liaison with Faculties on behalf of the Director and resolve the issues.
· Coordinate for the JEE MAIN Admit card collection. 
· Distribute all the Academic results to all branches on a weekly basis, Keep the records of all students and Forecast the JEE Main Result 2019 in advance.
· Keep the records of all employees including teachers’ file as well as Google Drive Form.
· Address all the daily issues – Academic Planning, Attendance and prepare the weekly report to the Director directly.
· Branch visit once in a month to any branch- submit the report of that Visit to all board members.
· Personally Co-ordinate with all branches for all essential information required by the HO.
· Somewhere assist Accounts Department in Billing.

Previous Job - (April 2016 - Jun 2018)
2.2 year Experience as Operation Co-ordinator HR in Career Power Corporate Office Educational Institute – 28 Branches all over India.
Job Profile :-

· Assist in maintaining the Attendance record of all HO employees.
· Assist in payroll preparation by providing relevant data, like absences, bonus and leaves
· Record every day to day activity routine and share with higher management.
· Clearing the expenses of 3 teams via Voucher and Cash Handling
· To maintain Excel Sheet for all bills and payment records.
· Gather the feedback from all employees on Google Form, Execute the corrective plans on it
· Assist the team to recruit New Employees and take care of their Orientation and Induction.
· Assist Accounts department to follow the salary dues and payments
· Documentation of all employees.




Previous Job -  Career Power Head Branch As Counsellor 
Job Profile :-
· Counselling students/parents and give them the right career options for courses.
· Run and Manage the Centre Business and Assist BM in Cash management, Class Execution.
· Responsible for the execution and completion of Target. 
· Responsible for the achievement of daily, weekly or monthly sales targets.
· Compiling and Analyzing Market information so as to develop future strategies for the Company.

Academic details –
	COURSE
	    INSTITUTE
	     AFFILIATED UNIVERSITY
	YEAR

	  MBA
  (Finance, HR)
	INDIRA GANDHI INSTITUTE OF COPERATIVE MANAGEMENT
	GAUTAM BUDDHA TECHNICAL UNIVERSITY
	2014

	  BBA
	GLA UNIVERSITY
	Dr. BHIM RAO AMBEDKAR          UNIVERSITY
	2012

	  INTER SCHOOL
	K.V No 1 MATHURA CANTT
	CBSE BROAD
	2009

	  HIGH SCHOOL
	K.V No 1 AMRITSAR CANTT
	CBSE BROAD
	2007
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COMPUTER KNOWLEDGE –
· Proficient in working on MS-OFFICE.
Certification: One year course of  “Advance Diploma in Computer System” from Universal Network of InfoTech.
PERSONAL DETAILS:

· DATE OF BIRTH- 01 SEP 1991
· ADDRESS – Sector 46, Gurgaon.
· HOBBIES -Watching Cartoons, Trekking, Cooking.
· LANGUAGE PROFICIENCY: English, Hindi.
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