
CURRICULAM VITAE
YAMINI SHARMA
E-mail-yaminisharma2711@gmail.com
CONTACT NO-7891753094
CAREER OBJECTIVE
Looking towards a challenging opportunity in a growth of HR Generalist where i can utilize my skills and enrich my horizon by broadening my growth perspective along with the development of the organization.
Company Name – PERICENT  BPM & DMS SOFTWARE PVT. LTD (Jaipur) – 10th June 2019 to 23rd August 2019 – HR Generalist
Handling all over the work of HR Department – Recruitment, HR round, Joining Formalities, Exit Formalities, Induction Process, Manage Leaves, Attendance, Payroll, Meetings, Appraisal, Arrange events, Employees Engagement, arrange Farewell, Manage all records of Employees.
Company Name – Marketing Mindz LLC (Jaipur) – 2nd July 2018 to 8th June 2019 – HR Generalist
1. Recruitment for open position-
· Screening for candidates 
· Sourcing on Portals
· Recruit Technical and Non-Technical profiles
· Calling – Fresher’s and Experience both
· Interview scheduling/ share details through mail 
· Took HR round 
· Arrange 2nd round 
· Coordination with Lead 
· Prepare offer letter and share with them 
 
2. Joining Formality- 
· Documentation (If fresher, bond agreement has to submit on Joining date) 
· Arrange System and other required things 
· Create official accounts 
· Share with joinee 
· Arrange Induction program 
· Prepare Appointment letter and share with joinee 
 
3. If joine is in technical department- 
· Create his/her project evaluation sheet 
· Share with him/her 
 
4. Employee Engagement activities-
· Grievance handling 
· Arrange Team Meeting/Senior Team members meeting and lead meeting 
 
5.  Fun Activity-
· Coordination with Event Team 
· Arrange and manage fun activity  
 
6. [bookmark: _gjdgxs]Share Performance Evaluation sheet, in every six month and 1 year completion of   employee.
 
7. Exit Formality-
· Took follow up with Lead, about KT transfer 
· Prepare Documents (Experience letter, exit letter and salary slip for last 3 month) 
· Share Credentials mail 
· Discussion about his/her salary 
· Arrange Farewell  
· Signed exit letter and share document and salary cheque 
· After exit, task assign to deactivate official accounts 

8. Maintain daily basis attendance sheet.
9. Maintain all records of employees. 
10. Arrange farewell.
11. Work on Admin Part also-
· Maintain all expenses.
· Maintain monthly expense sheet.

Company Name - Galaxy Web links Ltd (Indore)  - 5th  Dec 2017 to 5th June 2018 – HR Intern
WORK EXPERIENCE 
· Worked on  Recruitment.
· Responsibilities of new joiners.
· Maintenance of HR Records and systems.
· Coordinate and schedule all pre and post interviews.
· Create and maintain a spreadsheet of all interview activity.
· Responsibilities of office events management.
· Manage and update all employees data sheets, leaves and etc.
· Worked on ODOO  Software like Manage employees data, leaves management - Annual leave, Optional leave, Unpaid leave, Sick leave. 
· Manage office expenses in Odoo. 
· Responsibilities on new joiners employees welcome and desk decoration.
PROFESSIONAL QUALIFICATION
MASTERS OF COMPUTER APPLICATION from RAJASTHAN TECHNICAL UNIVERSITY, JAIPUR (2017)
BACHELORS OF COMPUTER APPLICATION from KOTA UNIVERSITY, KOTA (2014)
	COURSE
	YEAR
	PERCENTAGE
	UNIVERSITY

	MCA
	2017
	78%
	Rajasthan Technical University, Jaipur

	BCA
	2014
	77%
	Kota  University, Kota



ACADEMIC QUALIFICATION
	CLASS
	INSTITUTE
	PERCENTAGE
	BOARD
	YEAR

	12th
	K.V. No-1
	63%
	C.B.S.E
	2011

	10th
	K.V. No-1
	60%
	C.B.S.E
	2009



Training           :  on IOS from Universal Informatics Institute from Jan.Indore
  
Major Project   :  “Online Music App”
Description:  The main objective of this project that admin manage the information related to the user & songs. User listening songs. Admin upload songs on application.
Role                       : Application Developer
Responsibility: Analysis, Design, Coding.
Team size            : 4
Language of Implementation: objective-c, sqlite Database.

Achievements and CO-Curricular Activities:
· – CR of MCA branch in college
· – Anchoring in college events and functions

Hobbies
Cooking, Crafting
Strengths:
 Eager & quick learner, sincere & responsible, good communication skill. 

Personal Details:
Father’s Name            Mahendra Kumar Sharma
Mother’s Name           Savita Sharma
Gender                         Female
Date of Birth                27-Nov-1992
Nationality        	           Indian	
Permanent Address      Behind Rajendra Hotel Dadwara Kota j.n.
Languages Known       English, Hindi

DECLARATION
I hereby declare that the above written particulars are true to best of my knowledge and belief.
                                                                                                                                                        
                                                                                                                        
                                                                                                                 YAMINI SHARMA
  

