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UP, Pin- 201305
Mb: +91(0)- 8800992530

Email: shukla.nidhi2@gmail.com
OBJECTIVE          

I want to succeed in a stimulating and challenging environment, building the success of the company while I experience advancement opportunities.
CAREER SYNOPSIS
Proactive, result oriented and multi-skilled professional with around 9 Years of  experience in Carrying out number of technical HR functions like recruiting faculties, background verification, administration of hiring process, maintaining & organizing employee files and other HR documentation. Maintaining good and long lasting customer relations with the existing faculties and venue partners engaged with the organization.. Training students of MBA/BBA in HR, Business Communication etc. Maintaining good relations with the employees & students and taking care of their grievances.  
Currently working as an HR Manager in JIMS Engineering Management Technical Campus (JEMTEC), Greater Noida.

              KEY RESPONSIBILTIES
· Recruitment of faculties
· Background verification

· Talent Acquisition

· Scheduling and Managing Interviews.

· Booking venue and flights for the staff
· Preparing Interview and Joining Reports.

· Preparing minutes of all the meetings

· On boarding of employees

· Employee Engagement
· Coordinating with employees 
· Preparing Daily, Weekly  & Monthly Report

· Maintaining Data Base

 Worked with Edu Pristine, a professional Training Institute as Senior Associate. HR
· Hands-on experience in coordination with International Clients, Maintaining Documentations, Valuations and preparation of agreements and terms of policies as per the requirement. Scrutinizing resumes of different faculties. Recruitment of Trainers.
· Recruitment and on boarding.
· Employee Engagement
· Booking venue and flights for trainers.

· Proven record of accomplishment of processing & management of personnel benefit records, applications, forms & files, LMS updation.
· High degree of data entry accuracy, filing, scanning and clerical support. 
· Extremely effective in preparation, implementation and monitoring of highly complex Plans as required. 

· Exceptional mentoring skills in transforming low performers to a high performing team through design & implementation of training programs. 

· An effective leader with strong communication, presentation, interpersonal and co-ordination skills with ability to interact with a wide range of personnel from diverse backgrounds. 

· Handling starts to end process of the Batch after sales. Finding trainer, booking training venue, coordinating with partners in several countries, making necessary arrangements for sessions and keeping records of all the venue payments as well as payments received from the participants. Responsible for setting up meetings for demonstration.

               KEY RESPONSIBILITES:

· Entrusted with the responsibility of finding and hiring suitable faculty to conduct the training on behalf of Edu Pristine for several courses and locations.
· Maintaining the account records of the payments made to faculties and partners after reviewing end to end process including amount mentioned in invoice, cost of travel etc.
· Single point of contact for establishing and maintaining relationships with local and foreign faculties and venue coordination in several International locations. 

· Retrieve and present required information in various varied dashboards.
· Prepared documents for data entry. 

· Entered data into designated database and forms. 

· Checked printouts and performed statistical checks for accuracy.
· Worked with S B College of Education, Vikas Nagar as a Lecturer from April 2011 to Nov 2014.

KEY RESPONSIBILITES:
· Recruitment of faculties.

· Taking classes for BBA students.
· Handling the queries and problems of parents and students.

· Responsible for organizing cultural and professional programs at the college.

· Training students of BBA in the fields of HRM, Business Communication and Soft skills.
· Preparing students for Group Discussions and Interviews.

· Handling Students activities and functions.

· Conducting University Examinations and documentation in the college.

· Experience of evaluating the university (UTU) examination copies
· Handling the Recruitment and selection process in the college.
· Worked with ICFAI University Flexi Education (IFEN) as a Senior Student Service Officer from Nov 2009 to April 2011.

· Worked with Promise Centre as an Academic Counselor from March 2009 to Oct 2009.

PROFESSIONAL QUALIFICATION

Completed Master of Business Administration from ICFAI National College in 2009. 
ACADEMIC QUALIFICATION
· M. Com from H.N.B. Garhwal University.

· B. Com from Guru Ramdas Girl’s Degree College (G.R.D.) affiliated to Hemvati Nandan Bahuguna Garhwal University in 2007.

· Intermediate from I.S.C. Board in 2004.

· High School from I.C.S.E. Board in 2002.
SUMMER INTERNSHIP PROGRAMME EXPERIENCE
Worked with Reliance Money (Dehradun) for four months as a ‘Sales Executive’.
PROJECTS UNDERTAKEN 
· Short Selling Assignment (SSA) of 20 hours in Reliance Life Insurance & Received a certificate for outstanding achiever from Reliance Life Insurance.
· Prepared a management thesis on Attrition Rate in Reliance Money.
CO-CURRICULAR ACTIVITIES

· Two NSS camps for duration of 10 days during graduation.

· Participated in a rally for AIDS awareness, on world AIDS day. 

· Coordinated & participated in various functions at school level.

SKILL SET

· Leadership skills, good communication skills, amiable, adaptable and extrovert. 
AWARDS & ACHIEVEMENTS

· Received NSS ‘B’ certificate in 2007.

· Received the certificate for being most diligent volunteer in National Service Scheme (NSS).

· Received a certificate for the best coordinator at college level.

· Received a certificate for outstanding achiever from Reliance Life Insurance.

· Received an appreciation letter from Reliance Money during Summer Internship
PERSONAL DETAILS
DATE OF BIRTH

:
25-07-1986

HUSBAND’s NAME

:
Mr. Pallav Mahere
MARITAL STATUS

:
Married

LANGUAGES KNOWN

:
Hindi and English.

HOBBIES & INTEREST
:
Interacting with people.
DATE: 
PLACE: Noida
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