Monica Katara


B-35, Sector 23, Noida, 201301
Mobile  (+91) 954-0805387 ~ Email:  monicakatarae@gmail.com
OB  J  E  C  T  I  V  E

HR 
A position as an active employee, involving responsibility and working with others as a team member to achieve advancement and growth for the company.
Q  U  A  L  I  F  I  C  A  T  I  O  N  S
· More than two years experience in HR.
· Multicultural marketing, strategic communications and branding.

· Specialize in public relations. 

· Honest ability to maintain confidentiality of work records.
W  O  R  K    H  I  S  T  O  R  Y
I am having 2.5 years of experience in HR profile. Details are as under:-
2014-2015: CYPRESS SOLUTIONS PVT LTD,  NOIDA
POSITION: HR EXECUTIVE
· Ten  months experience.
· Thorough at maintaining the principles and procedures of public human resources administration.

· Multicultural marketing, strategic communications and branding.
· Specialize in recruitment and Training programs of employees. 

· Honest ability to maintain confidentiality of work records.

· My greatest asset is I am confident in my abilities to perform any hr recruiter position you may have; I will blend right in to the workforce.

2012-2014: WAY2CAREER
POSITION: HR EXECUTIVE 
· Recruited and sourced mid to senior level executives in a variety of disciplines including Counselors, Marketing, Business Development, Financial, and technical candidates. 

· Developed and managed recruitment for organization. 

· Utilized creative sourcing techniques in order to target and call passive candidates and short listing candidates through job portal, mails and reference.
2000-2008: JABALPUR MOTORS PVT LTD INDORE
POSITION: ADMINISTRATIVE ASSISTANT
· Work in a confidential highly responsive relationship with management

· Prepare letters, presentations reports

· Responsible to establish, maintain revise departmental files

· Responsible to receive prioritize telephone calls, business visitors, and incoming mail

· Route mail inquiries to proper personnel

· Maintain calendars, schedule appointments

· Arrange departmental meetings/conferences

· Coordinate travel for departmental personnel

· Prepare materials for departmental meetings

· Ensure meetings are prepared in advance with any telecom, video-conference or net-meetings are set up as required

E  D  U  C  A  T  I  O  N
PROFESSIONAL QUALIFICATIONS

· MBA from Babu Banarsi Das Institute of Technology, Ghaziabad (U. P), May 2012 –human resource/marketing (Selected through rank in UP combined entrance exam)

· Graduation: BA from Agra College, Agra University

· High School, and Intermediate (ICSE, ISC) from St. Patrick’s Junior College, Agra 

SKILLS
 TECHNICAL SKILLS:

· Excellent IT skills including Outlook, Microsoft Word, PowerPoint and Excel.

· Experience of HR database desirable.

· Willingness to quickly learn and use software packages that are unfamiliar is essential.

PROFESSIONAL

· Recruitment

· Induction

· Issuance of offer letters, appointment letters, confirmation letters, relieving letters etc

· Maintaining HRIS & Employee confidential Files

· Employee Relations

· Compensation and Benefits

· Training and Development

· Promotions

· Assistance in performance appraisal and reward management systems

· Reassignments

· Position classification and grading

· Salary determination

· Performance appraisal review and processing

· Awards review and processing

· Personnel data entry and records maintenance

· Consultation and advisory services to management and employees

· Policy development

· Maintain Phone Billing Records month wise

· Petty cash handling

· Making SOP KRA & KPI for HR & Admin department.

· and more

HR RECRUTER 


· HR Intern trainee in Max HealthCare at Delhi, Summer 2011

· Carrying out complete Recruitment cycle

· Responsible for making interview calls

· Worked on creating job portal content

· Short listing CVs, Calling candidates Taking telephonic interview and scheduling personal interview

· Conducting Ref Check 

· Rolling out offer letter, appointment letter etc 

· Coordinating with applicants

· Candidate selection, making offer letters

· Hr generalist profile
PERSONAL
· Traveling

· Interacting with new people n know them

· Designing

· Listing to music 

· Fashion  
ABOUT MYSELF 

I am enthusiastic by nature, always ready to learn from my experiences and people surrounding me. I am open to learn new things and take challenges so that I can compete with myself and others as well. I can work in pressure and do not panic if situations are tough for me. Calm by nature and have lots of patience to handle situations.

PERSONAL DETAILS
NAME


Monica Katara

DATE OF BIRTH
26-09-1976

SEX


Female

NATIONALITY

Indian

LANGUAGES

English & Hindi
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