SWATI 

Permanent Address:                                                                                              

D/459 Multanipura,

Modinagar 201204

District - Ghaziabad (U.P.)

Contact No. � 8791-182-324
E-mail Id : swatikashyapigi@gmail.com

Objective:

To work in growing organization where i can get opportunity to optimally utilize my abilities & skills,in the process my prediction is to accomplish the organization objective. 

Professional Qualification:
MBA
· Human Resource 
· Marketing

	Name of Institute
	University
	Year                   (2009-2011)
	Percentage

	Bharat Institute of Technology,Meerut


	Gautam Buddha Technical University,Lucknow


	First Year
	61.68

	
	
	Second Year
	68.36



	
	
	Combined
	65.02


Academic Qualification:
	Examination
	Board/University
	Institute
	Year
	Percentage

	High School


	C.B.S.E.
	T.R.M Public School
	2004
	70.4 %

	Intermediate


	C.B.S.E.
	T.R.M Public School
	2006
	69.6%

	Graduation 
(Bsc. Mathematics)
	U. P Board
	M.M. College, Modinagar
	2009
	54.5%


Experience: 
· Currently working as HR Assistant with NEUTECH ELEVATOR SYSTEM, Ram Place, New Arya Nagar, Ghaziabad.
            Job Responsibilities at Neutech (5 Years-2014 to current):
· Joining Formalities.

· Handling Employee Database.

· Leaves & Attendence Management.

· Handling all the queries of the employees. Be it related to Leaves, Salary and Attendance.

· When a particular candidate is finalized & selected, giving him offer letter, on joining the services, issuing him appointment letter.

· Call to different-2 clients for renewal of agreement, for payment collection & fororders.

· Maintaining all records related to the company.
· 1 Year of experience at EA Water Pvt. Ltd. as BDE at Saket, New Delhi.
            Job Responsibilities at EA Water Pvt. Ltd. (2011-2012):
· Make a minimum of 100 outgoing calls per day, to prospective accredited businesses within a designated market area. 
· Sell different products.
· Collect payment from accredited businesses.
· Maintain established minimum standard of performance.
Strength:
· Hard Working
· Good Listener

Hobbies:
· Reading Books

· Listening Music

· Playing Badminton

Computer Skills:
· Ms.–Office
· Tally GST

Personal Profile:
            Date of Birth 

:
15th August 1988
            Father�s Name 
:
Mr. Bal Krishna 

Mother�s Name
:
Mrs. Suman
Gender                       :           Female
Nationality 

:
Indian

Language                   :           English, Hindi

Declaration:
I do hereby confirm that the information given above is true to the best of my knowledge and reference can be provided when required.

Date: 
Place:                                                                   

                                      (SWATI)
