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· CAREER OBJECTIVE :

To join and work with an organization which is progressive and gives me a chance to enhance my skills and be a part of the team that excels in work towards the growth of the organization and gives me satisfaction thereof.
· KEY SKILLS :
MS Office. 

Good Leadership Skills. 

Effective communication skills.

Ability to maintain inter personal relations.

Exquisite organizational& managementskills.

Confident & Flexibleinwork Honest.

·  Work experience :
HR Recruiter,Xenia international
June2018–August2019

Coordination with HR Manager and understanding the

requirements,defining job positions.

Resourcing,screening and shortlisting resumes through

various job portals or else internal reference,Job Fairs& College Campus.

Shortlisting the resumes based on desired skills and experience.

 Advertisingvacancies,screeningandshortlistingresumes.

 ConductingtelephoneandPersonalinterviewsincoordination with department heads.

Preparingofferletter,employmentLetterandjob

descriptions,completingjoiningFormalitiesand documentation.

HR Executive,PuwenChimePvtLtd(I).

August2019�July 2021
End to End Recruitment 

Employee Engagement Activities

Grievance Handling

Communication and explaining the organization sher policies to the employees

Preparation of salary statement

Preparing and processing timely distribution of salary.

Recording, maintaining and monitoring attendance to ensure employee punctuality

Conducting employee orientation and facilitating new comers joining formalities

Handling the full and final settlement of the employees

Coordination with the External Trainers regarding the Training schedule.

Maintaining employees personal files and records.

Designed Policies and Various HR Form and Induction Program. 

Royal Chains Pvt. Ltd 

 HR Executive - Generalist                                                       

 Aug 2021- Till date.
        Working in coordination with HR team & management to strategically plan human resource initiatives

         Effectively handle the end to end recruitment process

          Actively involved in various HR related data management and documentations

         Responsible for monthly leave, attendance and salary processing

         Spearhead and conduct all HR activities
         Address grievances and queries of the employees in a timely and prompt manner

         Good understanding of labour laws, compliances & employment regulations

         Administer the appraisal process as per the policy and timelines

         Effectively handle vendor management in connection to HR related activities
         Work on other HR related duties as required .
· QULIFICATIONS:
	EXAM / DEGREE
	BOARD / UNIVERSITY
	YEAR
	percentage 

	Diploma in  Software (information technology ) 
	Bharati vidhyapeet New Mumbai 
	2017

	69.80%

	S.S.C
	Navbharat Vidhyalay Bhoiwada
	2014
	73%


	Pursuing degree in information technology 
Mumbai 


· PERSONAL DETAILS :

Name 

      :
Ms. Uma Sanjay Patil 

Address


:
parel (Bhoiwada )  

Date of Birth

      :      27th December , 1998

Languages Known

: 
English, Hind, &Marathi 

Marital Status 

: 
Single


Hobbies


:
Visiting new place(Traveling ), ,  






                           & Dancing.

PERSONAL STATMENT :

 I consider my personal strength to include adaptability, flexibility and ability to learn quickly. I have well-developed inter-personal skills with both staff and client while maintaining professional attitude. I am able to make decisions independently and confident of abilities to succeed as a good and effective person. I am currently seeking a position which will allow me to utilize my skills, knowledge and experience to their full potential. 

Date:- 

Place:-


                                                                                                                                              (Uma.S.Patil)
