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VARTIKA SRIVASTAVA 
Contact No. 7905743916        
Address:- 2/810 Sec-H Jankipuram, Lucknow 
 Email id- vartikasrivastava342@gmail.com 
 
CAREER OBJECTIVE 
Intend to build my career with leading organization with committed and dedicated people who may explore myself fully and realize my potential. 
 
EDUCATIONAL QUALIFICATION 
· Master of Business Administration from AKTU Lucknow Specialization in Human Resource Management & Operations management. 
· Bachelor of Arts from C.S.J.M. University. 
· Intermediate form U.P. Board in Year 2014.  Highschool form U.P. Board in Year 2012. 
 
PARTICIPATED IN WORKSHOP 
 
· “Business Model Workshop” Organized by I.I.M Lucknow at I.I.M Lucknow • Objective- Start up of New business. 
· “Digital Marketing Workshop” Organized by R.I.T.M, at R.I.T.M Campus Lucknow. 
· Objective- Promotion of Products via Social Media and Websites and E -Marketing. 
 
SUMMER INTERNSHIP 
 
· In “Hindustan Computer Limited” (HCL)Lucknow  Project-“Emotional Intelligence and Quality of Work Life” 
· Duration :- 25 June 2019 – 25 July 2019 
 
WORK EXPERIENCE 
 
	*Growfast Organic Diamond Private Limited 	            Lucknow 
	Hr Manager 	                             22 March 2022– 09 July 2022 
· Responsible for Recruitment & Selection Process.  Responsible for Taking Interviews. 
· Ensuring background and reference checks are completed. 
· Follow ups & Document verification. 
· Creating Job Description ,Offer Letter, Promotion letter, Payslip, Experience Letter, Customer service Letter, Minutes of Meeting, Circular for salary, Trip, car, bike. 
· Hiring through external sources like NCS Portel, Sewayojan, College Placements, Advertisement. 
· Complete all joining and exit formalities. 
· Preparing new employee files, Personal loan file, leaves record file,  monthly organization structure file, PF and ESIC challan file, Promotion board file. 
· Manage training and development initiatives. 
· Keep Track of employee performance. 
· Taking written and verbal test of employees for their promotion. 
· Handle conflicts, disciplinary actions and terminations. 
· Handling payroll and Attendance of all employees. 
· Arranging meetings and Organizational events. 
· Handling all stationary records and ID card of employees.   
· Serving as a point person for all new employee questions. 
  
	*Vision4U Technology 	Lucknow 
	Hr Manager 	8 June 2021– 28 February 2022 
· Responsible for Recruitment & Selection Process 
· Screening Resumes 
· Responsible for Taking Interviews 
· Ensuring background and reference checks are completed 
· Follow ups & Document verification 
· Creating Job Description, Offer Letter, Promotion Letter, Experience Letter Job Description, Payslip. 
· Handling Naukri Portal, Apna Job Portal, Workindia Portal 
· Complete all joining and exit formalities 
· Preparing new employee files 
· Handling calling profile team of 15 peoples.  
· Responsible for all team reporting. 
· Handling Payroll and attendance of all employees.  
· Serving as a point person for all new employee questions. 
                       * Maxipay 	Lucknow, Uttar Pradesh 
	  Hr Executive 	05 March 2020-07 June 2021 
 
· Responsible for Recruitment & Selection Process. 
· Screening Resumes. 
· Understanding Salary Structure and share notification of salary structure. 
· Responsible for Taking Final round of  Interviews (Telephonic).  Responsible for Salary negotiation. 
· Ensuring background and reference checks are completed. 
· Follow ups. 
· Document verification. 
· Complete all joining formalities. 
· Preparing new employee files. 
· Serving as a point person for all new employee questions. 
LIVE PROJECT 
 
	Future Retail 
Big Bazar 
	Retail 
	16 September 2018 

	Description 
	Workplace- Saharaganj, Lucknow in Future Retail- Big Bazar for student & convince customer for buying plastic items. 

	Learning 
	· Understanding of Customer behaviour. 
· Handling Consumer Grievances. 
· Understanding of Supply Chain Management Process. 


 
 
INDUSTRIAL VISIT 	 
 
	AMUL DAIRY, LUCKNOW & BRINDAVAN BOTTLERS, LUCKNOW 

	Description 
	To know the process of producing milk and milk made products. To know the process of purifying and filtering water. Know the way of cleaning the bottles. Packaging the bottles. 

	Learning 
	 Learn the production process of milk made products. 

	 
	· Know the various techniques to preserve milk and milk products. 
· Learn the supply chain of milk and milk products 


 
STRENGTH & ABILITY 
Impressive, Persuasive ability, punctual & organized, excellent interpersonal Communication skills, ability to adopt changing scenarios, ability to handle pressure & complete project within deadlines, Individually as well as in team. 
 
COMPUTER SKILLS 
· Having Certification in C.C.C. 
· M.S. OFFICE 
 
EXTRA CURRICULAR ACTIVITIES 
· Achieved Award in ‘Bhartiya Sanskrit GyanPariksha’ at School level. 
· Also participated in various events at college level. 
 
HOBBIES AND INTEREST 
· Singing 
· Listening to music 
 
PERSONAL DETAILS 
 
	Father’s Name 
	- 
	Mr. Dileep Srivastava 

	Mother’s Name 
	- 
	Mrs. Rani Srivastava 

	Date of birth 
	- 
	06-05-1998 

	Gender 
	- 
	Female 

	Marital Status 
	- 
	Single 

	Nationality 
	- 
	Indian 

	Language Known 
	- 
	Hindi & English 


 
DECLARATION 
 
I hereby Declare that all the information given is correct and true to the best of my knowledge. 
      Date : 	 
      Place- Lucknow                                                                                            Vartika Srivastava 
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