
To objective of prospective position an organisation that provides me an opportunity to utilise my skill and that will be beneficial as well as for me.
Professional & Educational Qualification
· Passed M.A (PUBLIC ADMIN) in Ist Division from IGNOU.
· Passed B A (Prog.) from Delhi University.
· Class XII and Class X.from C.B.S.E
Computer Skills

· MS Office:-
· Word
· Power point
· Excel
· Internet Applications.
· One Year Diploma in Software Technology ‘O’ Level. From Delta InfoTech.
EXPERIENCE
1.) Worked with a leading labour consultancy in East Delhi. From
            01/07/2011 to 31/12/2014.
2.)  Worked with a (Ministry of Defence) 2833Rajesh Kumar Security Agency  as a Office Manager. From 01/06/2015 to 31/01/2019
Job Profile
· HR related works:-
· Preparing ECR challan for EPF

· ESI Challan

· TIC

· All  works related to ESIC & EPFO

· Pay Roll 

· Preparing Bonus records

· Preparing Leave Records

· Preparing Wage Registers & Other Statutory Records.
· Preparing Labour website.  

· Preparing Half yearly Return for Labour Dpt.

· All Office routine works.

Competencies
· Fast learner. Adapt well to changes and pressures in workplace.

· Good presentation skills.

· Work effectively with diverse groups of people.

· Friendly with an upbeat attitude.

· Ambitious and committed to excellence.
· Committed to deadlines and schedules.

Personal Profile

Date of Birth


:
07th July 1991
Spouse Name

    :   Mr. Pulkit Jindal
Gender




:
Female

Marital Status


:
Married
Nationality 



:
Indian
Address




:
H.NO-428,Ist floor kashmiri Bagh,

                                 Kishan Ganj near Pratap Nagar metro station Delhi-110007 
Languages known
:
English, Hindi 

Declaration

I hereby declare that all the above given information is true and correct to the best of my knowledge.

Place: Delhi

Date:-________

























(NEHA GOYAL)
NEHA GOYAL	


Mobile:+91-9953799683, 9650549861


Email: � HYPERLINK "mailto:nehagoyal0091@gmail.com" �nehagoyal0091@gmail.com�


           goyaln36@yahoo.com


	


 











