PROFILE  

OBJECTIVE: 
 I desire to be a HR manager who contributes his maximum 



to the development of company through team work and 



involvement  of all employees. 
PERSONAL INFORMATION:
Name                         : Shweta N. Sharma                                   
Date of Birth             : 12th December, 1984.
Address                     : 51, Madhuvan Society, 

                                    Near Abhilasha Char Rasta,

                                    Sama. Vadodara – 390007.                        
                                    Gujarat. 

E-Mail                      : shwetasharma1984@yahoo.co.in_
Ph. No.            ®+91(0)265 – 2711351, (M) 09824013093.     Local mobile no +82 10 4764 6041                    
Passport No.             : 

ACADEMICS:

MBA (Master of Business Administration) –HR from ICFAI, Vadodara completed in March 2008.
Passed B.Com. (Bachelor of Commerce ) – Accounts & Auditing from M.S. University, Vadodara in the year 2004.
PROJECT WORK as MBA student:

MARCH, 2007 – AUGUST, 2007.

Name of the Organization      :   LINDE PROCESS TECHNOLOGIES INDIA.

Tasks: 

 Process of identification of training needs and implementation of system of enhancement of  the skills of employees of Linde Process Technologies India Pvt Ltd. to meet the Linde project  execution requirements. This project was carried out through extensive interaction with HR personnel and Technical Department Heads. 
Highlights:

Developing skill matrix of employees to find out the gap between skills available and skills required, through facilitating the process on personal interaction of   employees with their superiors to understand the areas of improvement
The management of Linde Process Technologies India Pvt., Ltd. has appreciated the report and recommended to implement the suggestions made in the report.

Received letter of Appreciation from the company.

HR EXECUTIVE FROM MAY 08 
 On completion of  my MBA I got employment in Linde Engineering India Limited as HR Executive and working there till date.
My activities as HR Executive include:

RECRUITMENTS
Getting requisition from Discipline and understanding the detailed  requirement and attributes of the candidate
Identifying the candidates.

Contacting the candidates through job portals, head hunters and advertisements.

Screening of the resumes

Preliminary screening of the resumes and short-listing them for DH. 
Reviewing the resumes.

Looking for the keywords, job profile matching  up with our requirements.

Contacting the candidates & affirming their willingness to join Linde Engineering.

Forwarding the CVs to Department Head for review and short-listing.

Arranging Telephonic Interview for short-listed candidates.

Discussing with the candidates and DH regarding their convenient date and  arranging the interview 

Interacting with the successful candidate and persuading him to join Linde Team and calling them for the personal interview.

Coordinating with the Administration department and making travel arrangements as well as providing accommodation for the candidates.

Facilitating the final interview and participating in the interview.

Informing the interview results to successful and unsuccessful candidates. Forwarding the case of successful candidates to HR manager for compensation package.

Forwarding the offer letters to the candidates.

Timely updating of recruitment folder and updating the joining dates of candidates.

I performed above activities for recruitment of  Team Leaders, discipline Engineers, Designers and trainee engineers for  the following disciplines:

a) Instrumentation Department
b) Static & Rotating Machine department
c) Procurement department
d) Expediting and inspection department
e) Construction department 

f) Sub-Contract Administration
.

g) Document controllers

In this process I have been involved as an active  team member  and we successful in recruiting more than 150 engineers since my joining this company 

Campus Recruitment

Making all the arrangements of campus recruitment starting from  contacting the placement officer of the campuses, to final selection of candidates. through written test, group discussions, preliminary interviews and final interview with Department Head and Group Heads
I have arranged campus recruitments for Shantilal Shah College Bhavnagar, MSU Baroda Polytechnic, SVIT Surat.

Training & Development
I have been actively involved in Training & Development of Linde Engineering India employees for enhancing their technical and behavioral skills.

In this process I was part of following activities.

 Technical Training
Arranging the PDS Training, Communication Skills, Interviewing Skills.

After the completion of training collecting the feedback forms and evaluating the training effectiveness.

Coordination of the external faculties and institutes who are organizing seminars to nominate our employees for attendance.

Management Development Training Program  
 In Linde Engineering we have developed our own Management development training program which is called "Bolt" with the help of  'Naman Integrated Services" for sharpening the management and leadership skills of Potential Team leaders. In this MDP program, four of our  employees participated and they have successfully completed this program.  This program is for duration of 8 month is out of which around 15 days were out side training.  For rest of  the time the trainees will be required to through their own initiatives, identifying their objectives and working out plans for achieving the same.

HR Department is supposed to support them in this process of self development. I have been nominated from  HR department to interact with these personals and co-ordinate with Naman Institute to help them in this development process.

SAP
I have been trained in SAP system for filling the master data and generate the SAP PERSONAL ID which helps them to fill their individual timesheets for accounting their man-hours.
Team Building:

 I am also assisting HR department  in resolving the grievances of individual employees through interaction with employees and HR management.
 Participation in other supporting activities of  HR 
Support during Audit 

Co-ordination with Administration Department regarding accommodation of interviewees.

Assisting seniors in activities such as making presentations and coordination with the participants.

Making motivating efforts by writing thought for the day, counseling the new joining candidates. 
Actively participated in all the event held at school & college level and have won lots of prizes.

Extra Curricular Activities:

 Got training in First Aid and I have been nominated as First Aider for my floor. 

Played as lady player in Corporate Six Round Table Cricket Tournament and contributed to 
take our team to semi finals. 
Stood first in the Dance event conducted by ICFAI College in the year 2006 &2008.
Major Achievements:
Though my hard work I have been able to achieve my objectives of joining HR department and provide service to the organization to the best of my knowledge and capabilities.  My major achievements during this period have been of  getting very good success in recruitment of personnel
CORE COMPETENCIES:

· Extremely confident at any HR activities.

· H.R. skills with marketing orientation.

· Target and bottom line oriented.

· An ability of withstanding pressures.

· Research and analytical power.

SHWETA SHARMA

                                                 -----------------------------------------------------
