SHANU SHARMA

Vijay Nagar 

Indore (M.P)

Contact- 9981910018                                                        E-mail- shanu.sharma39@gmail.com

Career Objective
“To secure a challenging position where I can effectively contribute my skills that offers professional      growth while being resourceful innovative and flexible”
	Working Experience
	

	
	


· Worked as a HR executive (IT recruiter) with “Central Info-tech” (Information technology company).
· Location: Indore (MP)
· Duration: From 15th  March’ 2013 till date.
	Roles & Responsibilities
	

	
	


· LEAVE RECORDS:-

· Update the leave statements on monthly basis based on the leave statements received from the units and sales office.

· Update the leave statements in respect of the new joiners.

· Checking the leave statements of the units and sales office and bringing errors to the notice of manager.
· RECRUITMENT:- 

· Update the recruitment sheet with respect of rejected candidates of manufacturing unit and sales.

· Create table of candidates from Naukri, careesma portal for short listing.

· Talk to candidates and call them for interview.

Conduct written test and check the test papers
· EMPLOYEE ENGAGEMENT:-

· Conducting employee engagement during month end conducting games, celebrating birthdays of the employee during the respective month. Organizes events during festivals. 

· INDUCTION:-

· Following up with the new joiners to complete their induction and on boarding process before the dead line and encouraging them to provide the feedback on the induction process and recruitment process. 
	Educational Qualifications
	

	
	


	MBA
	HR , Finance
	DAVV, Indore (MP)
	2012

	BCOM
	Commerce
	Jiwaji University (MP)
	2010

	HSC
	             Commerce
	MP Board,  (MP)
	2007

	SSC
	-
	MP Board, (MP)
	2005


	Vocational Training / Project Undertaken
	

	
	


· Organization:  Mahindra two wheeler Limited
                                      (Pithampur, Indore).
· Project on      :  Working Capital Management
· Duration        :  2 months.
· Supervision   : Mr. Rajnish Saini ( HR Manager),
	Skills
	

	
	


· Basic of MS-Office, power point
· Employees Engagement

· Recruitment, Sourcing.
· Training & development

· Vendor Management.
	Extra Curricular & Achievements
	

	
	


· Won First Prize in Poster painting  college fest ( UJAAS)

· Member of ‘Indore Management Association’.

· Member of National Entrepreneurship network.

	Strengths
	

	
	


· Positive Attitude & Endurance Power.
· Determination & Dedication towards assigned task.
· Team worker & Adaptability to new environment.
· Multitasking
	Personal Details
	

	
	


                  Name                             :       Shanu Sharma
            Father’s Name              :       Mr. Goverdhan Sharma
            Mother’s Name             :       Mrs. Kalpana Sharma
           Date of Birth                  :       07/10/1989.
           Sex                                  :        Female
           Marital Status                :       Single
           Languages Known         :       English, Hindi.
           E-mail                             :       shanu.sharma39@gmail.com
	Declaration
	

	
	


I hereby declare that information given above is true to the best of my knowledge and belief. I hold responsibility for its authenticity.
Date       :                                                                                                           __________________
Place      :                         
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