SAPNA 
Faridabaad, Haryana, India
Address     :  House No:227,2nd Floor  IP Colony Faridabaad
Phone     : +91 8076459419
E Mail     : sapna.tiwari1@gmail.com


OBJECTIVE
To be intrinsic part of corporate management in an esteemed organization and contribute with excellence using my analytical interpersonal & management skills. 



ACADEMIC CREDENTIALS
· Master of Business Administration (MBA) specializing in Human Resource  & Marketing, from

Rajasthan, Technical University, Kota, Rajasthan, in year 2010

· Bachelor of Science  From Rajasthan University, Jaipur in year 2006

· 12th from kendriya vidayalaya (CBSE board) in year 2001

· 10th from kendriya vidayalaya (CBSE board)in year 1999



PROFESSIONAL SYNOPSIS 
Worked as a HR executive in MAM Art, Jaipur- a Garment export company, from Dec-2011 to May-2012
Responsibilities-
Maintaining statutory registers as per factory act and labor laws

Preparation of Wages register

Preparation of Fine registers

Preparation of Deduction register

Preparation of Overtime registers

              Preparation of Muster roll


IT SKILLS & PROFICIENCY

Operating Systems 

:
Windows
Application Packages

:
MS Office ,MS Excel, Internet Applications & Tools


SUMMER INTERNSHIP
Organisation- Saras Dairy, Jaipur
Project Title- Training and Development 


Duration- Two Months (July- August 2008)
Assignments done:

1 .The project gave an opportunity to have to interaction with company’s HR management.

2. Understanding the HR techniques the company uses to keep their human resource motivated and to rate their performances. 

3. Key Learning –Understanding the market position of SARAS and its comparison with the rival companies. Also learned about various techniques to measure the performance of workers and how do they help in promoting them. 

4. Project scope –Implementation of the aforesaid learning into identifying and analyzing the need of performance appraisal as a performance measuring tool. 



Personal Information:
	Date of birth
	14-02-1984

	Husband name
	Saurabh kumar

	Gender
	Female 

	Marital status 
	Married 

	Language 
	English, Hindi 

	Nationality 
	Indian 


