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MISS. SNEHAL SHASHIKANT KAMBLE 	 
NADIVES BOUDH VASAHAT, MIRAJ.                       Mobile : - +919975713935 
 DIST- SANGLI 416410 	                                         Email: snehalkamble104@gmail.com

Career Objective:
To work in such an environment that utilizes my managerial skills in the growth of the organization showing my abilities as an individual as well as a team leader. 

Education:
	Class
	Board / University
	Passing Year
	Marks (%)

	MBA (HR & Marketing) 
	Shivaji University, Kolhapur 
	2018 
	59.22 

	B.Sc. (Physics) 
	Shivaji University, Kolhapur 
	2013 
	71.72 

	H.S.C 
	Maharashtra State Board 
	2010 
	50.00 

	S.S.C                                   
	Maharashtra State Board                                          
	2008
	70.71



Experience:
Total Experience: 10 Years
Notice Period: 15 Days
· Mahabal Metal Pvt. Ltd., M.I.D.C. Miraj. (4 Jun 2022 to till date) Human Resources Department in HR Executive  2 years 3 months’ work experience.

· Yash Enterprises, Sangli. (20th Nov 2014 to 7th May 2022) HR Admin cum marketing Executive  7 years 7 months’ work experience.

Job Roles & Responsibilities: 
Mahabal Metal Pvt. Ltd., M.I.D.C. Miraj. (4 Jun 2022 to till date) Human Resources Department in HR Executive  2 years 3 months’ work experience.
1. Recruitment
· Coordination with Technical panel and understanding their requirements, defining job positions.
· Resourcing, screening and short listing resumes through various job portals or else internal reference, head hunting.
· Short listing the resumes based on desired skills and experience.
· Advertising vacancies, screening and short listing resumes.
· Conducting telephone and Personal interviews in coordination with department heads. 
· Preparing offer letter, employment contract and job descriptions, completing joining Formalities and documentation.
·  Introduction of new employees with all staff & workers. 
·  Complete joining & separation formalities. 
·  Provide Induction/Index training to all new comer employees.

2. Training & Development 
· Identify Training need of employees through yearly appraisal and departmental survey.
· Prepare training plan, Conduct Training, Feedback, analysis of training, effectiveness of training.
· Scheduling and arranging training while coordinating with external trainers and training programs.
· Encouraging participation of employees in various organizational events. 
· Issuing training certificates after completion of the training. 

3. Employee Engagement 
· Celebrations - Diwali, Ganpati Festival, and other company events 
· Developing employee engagement programs like Initiated and administered a welcome-mail policy to all new joiners, Initiated regular Birthday mailers & celebration policy.

4. Payroll & Related Function ( Time keeping & wages administration ) : -
·  Taking appropriate action on Late Coming & Early Going, Absenteeism, OT report, Adjustment days’ report 
· To maintain attendance record, leave record, also record & control on over time etc of all employees including company as well as contract workers. 
·  To prepared & approved the wages sheet of all (Company & contractors) workers.
·  To check all contractors monthly bill & release the same.
· Verification of Time - Office records. 
· Handling employee grievances in respect of Time Office. 
· Maintaining employee’s personal files. 

5. Contract Labour Management: - 
· Manpower study for all sections in respect requirement. 
· Co-ordinate with contractor & section incharge for requirement of skilled manpower 
· Keep close eye on IN & OUT time / Working HRS / Lunch & breakfast time / Late coming / Early going & cross checking the attendance
· Bill checking of Labor Supply contractor before submission to F&A for payment.  
· Ensure wages disbursement as per wage sheet. 
· Regularly update management about contractor performance in respect of Labor supply, Job contract

6. Administration: -
·  To take start to End responsibilities of contract labour’s. 
· Ensure all vehicle are in order, cover under insurance Policy, Control on fuel consumption. 
·  Make necessary arrangement of gust / visitor & Guest House for them & also handling travel & hotel booking.
·  Maintain good surrounding garden at company premises.
· timely supply of food, snacks, tea/coffee coupon.
· First aid facility & arrangement of doctor/clinic for serious injuries in the premises.
· To take responsibility of Safety related issues.
·  To take responsibility of Housekeeping / Cleaning In-outside premises of the company & co- ordinate with shop floor supervisor.

7. Statutory Compliance –
· Monthly PF & ESIC Challans fill up.
· Calculation & responsible for timely distribution of Bonus, Leave encashment, Full and final settlement & Gratuity.

8. Audit Related Documentation: - 
· Well known about IATF 16949. 
· Customer audits. & Skill Matrix Update.

[bookmark: _Hlk176798396]Yash Enterprises, Sangli. (20th Nov 2014 to 7th May 2022) HR Admin cum marketing Executive  7 years 7 months’ work experience.
1. Payroll
· Preparation of Monthly salary sheet, Staff Salary Checking, 
· Issuing Salary Slip/certificates. 
· Leave encashment, 
· Bonus calculation, 	
· Making of salary structure. 
· Full and final settlements, salary errors / delays. 

2. Incentives
· Attending different calls and co-ordination with all depts. 
3. Recruitment
· Maintaining Employee Data, 
· Issuing an offer letter, 
· Confirmation letter 
· Increments letter. 
4. Marketing
· Searching New Customers to online websites. 
· Sending Product Details on Emails, Social Media etc. 
· Coordinated with Various Departments for Product Activities. 
· Maintained database for Product prepared a list of features and pricings and recommended Changes. 
· Prepared and implemented various Marketing Plans. 
· Prepared Products Pricing Quotations, Letters. 
· Coordinate to customer (phones) 
· Handled Government e Marketplace/Portal/Software. 
· Maintained Products Inventory Stock. 
· Coordinated appointments between sales agents and clients.

Personal Details:
· Name: Ms. Snehal Shashikant Kamble
· Date of Birth: 27 July 1993
· Gender: Female
· Permanent Add.: A/p Nadives Boudh Vasahat ,Miraj Dist - Sangli , Maharashtra.
· Nationality: Indian
· Hobbies: Music Listening, Bike Driving, Trekking, Travelling
· Languages: English, Hindi, Marathi

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

Place: Miraj

Date: 


                                                                                                                       Snehal S Kamble

