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OBJECTIVE
TO get a good position in a progressive company to implement my knowledge  ,idea and skills with my creativity to grow along with the organization.  


EXPERIENCE

hr tRAINEE
CASTILLO HOTEL  
DATE:-– 7 FEB 2019 TO 9 AUG 2019
JOB RESPONSIBILITIES
1. Support of departmental representatives in HR questions
2. Coordination of applicants, conduction of job interviews and preparation of following steps
3. Introduction of new staff into their work environment
4. Support in the handling of the employees' payment
5. Conducting research about best practices and current salaries on the respective market
6. Assistance in the employee evaluation and processing of employees' issues
7. Maintaining a healthy communication system towards the employees


hr assistant 
hotel castillo
 date:-10 aug 2019 To 20 feb 2021
job responsibilities

1. Support all internal and external HR-related inquiries or requests.
2. Maintain digital and electronic records of employees.
3. Serve as point of contact with benefit vendors and administrators.
4. Assist with the recruitment process by identifying candidates, performing reference checks, and issuing employment contracts.
5. Maintain calendars of the HR management team.
Oversee the completion of compensation and benefit documentation.
6. Assist with performance management procedures.
Schedule meetings, interviews, HR events and maintain agendas.
7. Coordinate training sessions and seminars.
Perform orientations and update records of new staff.
8. Produce and submit reports on general HR activity.
9. Process payroll and resolve any payroll errors.
10. Complete termination paperwork and exit interviews.
11. Keep up-to-date with the latest HR trends and best practices.



HR Executive
Platinum Hospital Pvt Ltd
1 March 2021 TO 20 FEB 2022
JOB RESPONSIBILITIES


1. Design compensation and benefits packages
2. Implement performance review procedures (e.g. quarterly/annual and 360° evaluations)
3. Develop fair HR policies and ensure employees understand and comply with them
4. Implement effective sourcing, screening and interviewing techniques
5. Assess training needs and coordinate learning and development initiatives for all employees
6. Monitor HR department’s budget
7. Act as the point of contact regarding labor legislation issues
8. Manage employees’ grievances
9. Create and run referral bonus programs
10. Review current HR technology and recommend more effective software (including HRIS and ATS)
11. Measure employee retention and turnover rates
12. Oversee daily operations of the HR department

ADMIN HR 
VASU/YASHIMITRA INFRAVISION PVT LTD
10 FEB 2022 TO TILL DATE
JOB RESPONSIBILITIES

1. Managing the human resources staff, this includes: scheduling and assigning the work, conducting the interviews and supervising the training.
2. Evaluating the appraisals and supervising the human resource issues.
3. Providing advice and support to the line managers and employees.
4. Maintaining the development of the human resource procedures and policies.
5. Introducing the induction program for the trainers.
6. Evaluating the performance of the management system.
7. Preparing and maintaining the various reports and documents.
8. Advising the staff regarding benefits, programs, and pay issues.
9. Reviewing and analyzing the data, information and reports and ensures about the policies and procedures.
10. Counselling the applicants and employees on various rules, benefits and job opportunities.
11. Maintaining the job application materials and documents and ensures about the complete accuracy and confidentiality.
12. Evaluating and providing advices on the risk management issues.

    ACADEMICS INFORMATION
1. becholers of business administration
2016 to 2019
lucknow university

        2. INTERMEDIATE (COMMERCE)
           2014 TO 2016
          HINDUSTAN ARRONATICS LIMITED SCHOOL

       3. HIGH SCHOOL
         2011 TO 2013
         HINDUSTAN ARROWNOTICS LIMITED




training and acheivment awards
· 6 months training prag dairy
· company visit  coco cola company
· won prizes in various schhol level debate compitions
· 100% ATTENDENCE  IN WORKING  CARRER
· AAPRECIATED BY MANAGER FOR RETAINING EMPLOYEES
· SUCESSFULLY COMPLETED VARIOUS CERTIFICATES

STRENGTH AND HOBBIES

· GOOD LEADERSHIP QUALITIES
· ADAPTABLE TO CHANGING ENVIRONMENT
· EXTROVERT AND SELF MOTIVATED
· READING NOVELS 
· INTERACTING WITH NEW PEOPLES
· TOLERANT & GOOD OBSERVER
· GOOD LISTENER
· PATIENT, HONEST,ENERGYTIC
· COLLABRATION





SKILLS AND ABILITIES

· Abilities to work independently both with minimal supervision as well as in a team.
· Quick decision maker
· Loyal towards work and duties
· Can work under stressed condition
· Good communication skill


Personal Information :-

Father’s name:- Indresh kumar yadav
Date of birth :- 06 october 1997
Gender:- female
Mail id:- asthayadav0610@gmail.com
Martial status :- unmarried
Languages known:- English, hindi , French



Declaration

I hereby declare that the above –mentioned information is correct up to my knowledge and I bear the responsibility for the correctness of the above – mentioned particulars.


DATE:-
PLACE:-
SIGN:-

