   AISHA PARVEEN KHAN                                                                                         Mob: +91-8809489779 
    Sales Force Aspirant                                                                                                                Email: ayeshaparveenkhan@gmail.com

OBJECTIVE:
· Enthusiastic HR Administrator with 6 Months Salesforce project experience and management skills looking to leverage 8+ years of experience, in client-satisfaction for an entry-level position in Sales Force Platform with your organization to utilize acquired human resources.
   Skill Set:
    Salesforce Configuration: 

· Worked on various Salesforce.com standard objects like Accounts, Contacts, Leads, and Opportunities.
· Designed, developed and deployed the Custom objects, Page layouts, Custom tabs, Apps.

· Worked on creating and assigning Profiles, Field level security, Roles, and Public Groups for the users. 

· Used field level security along with page layout to manage the visibility and accessibility of fields for different profiles.

· Used Data Loader for insert, update, and bulk import or export of data from Salesforce.com subjects. Used it to read, extract and load data from comma separated values (CSV) files.

· Designed various types Email templates for auto response to customers.

· Implemented pick lists, dependent pick lists, lookups, master detail relationships, validation and formula fields to the custom objects.

· Developed Validation Rules, Workflow Rules, and Approval Process on the object to achieve the functionality as per the business requirement.

· Created page layouts, search layouts to organize fields, custom links, related lists, and other components on a record detail and edit pages.

· Created custom Dashboards and gave accessibility to dashboards for authorized people.

· Developed several Custom Reports to better assist managers and also report folders to provide report accessibility to appropriate personnel.
Salesforce Customization:

· Apex Classes, Apex Triggers, Visual Force Pages, Batch Apex, Schedule Apex.

· Designed, developed and deployed Apex Classes, Controller & Extension Classes to support Visual Force pages development, Test Classes for Unit testing and Apex Triggers for various functional needs in the application.
Lightning Experience: 
· Lightning App Builder, which provides drag and drop capacities to facilitate app creation and customization.
· Lightning Component Framework: Basic Idea on Component Bundle resources which includes tools and extensions that enable the development of reusable components and standalone apps and customization of the Salesforce.
· Basic Idea on aura attribute, Lightning card, Lightning set, Lightning button, Lightning layout and Padding.
Salesforce.com Skills: 
· Salesforce.com API, Apex Data Loader, Work bench, Packaging, Ant, Change Sets, and Basic knowledge on VS code Apex, Visualforce.  
EDUCATIONAL QUALIFICATION:

· MBA with Human Resource Management (HRM) as major and (Finance) as minor specialization from Osmania University. Hyderabad with an aggregate of 71% (Distinction) during (2007-2009).

· Bachelor Degree in Arts from Andhra University with an aggregate of 77% (Distinction) during (2004-2007).
· Intermediate from Board of Intermediate Education with an aggregate of 83% (Distinction) during (2000-2002).
· S.S.C from Board of Secondary Education with an aggregate of 77% during (2001-2002).
AWRDS AND ACHIEVMENTS:

· Gold Medalist in Bachelor Degree at Andhra University in the year April 2007. A.P, India.

· Gold Medalist in Board of intermediate in the year April 2004. A.P, India.

PROFESSIONAL EXPERIENCE:

Name of Organization: Manage My Talent

Tenure                         :  Apr 2015 – January 2019
Job Title                      :  Senior HR Executive
Location                      : Jamshedpur
Profile Description:
· Responsible for full life cycle of recruitment Management of HR.
· Screening, testing and assessing potential candidates for contract/contract to hire/fulltime position.  

· Handling requirements of reputed clients like AEGON LIFE , HDFC LIFE INSURANCE, MAX LIFE…
· Frequently attending job and college career fairs to interview and attract potential employees to an organization.

· Co-ordinating& scheduling the interviews with the clients for the eligible candidates.  

· Conducting telephonic interviews with prospective candidates. Discussing the Job duties, salary and benefits of a particular vacancy

· Establish relationship with the consultants/resources.

· Receiving and reading through the CVs that job seekers have sent into the recruitment agency.

HR Administration:
· Preparing Final settlements, Gratuity, leave salary and all employee benefits.

· Compilation & processing of attendance data in attendance system.

· Processing monthly attendance musters for trainees& officers.

Employee Engagement:
· Celebrations - Diwali, Ganpati Festival, and other company events

· Effectively managing welfare measures, management - employee get together, picnics & parties.

· Developing employee engagement programs like Initiated and administered a welcome-mail( policy to all new joiners, Initiated regular Birthday mailers & celebration policy.
Name of Organization   : Adecco India Pvt Ltd
Tenure                             : Dec’ 2011 –May 2012
Job Title                          : HR Executive (Recruitment Consultant)
Location                          : Jamshedpur
Profile Description:
· Managing end to end non-it recruitment process for all levels for  both temps and perms staffing for our various clients
· Frequently attending job and college career fairs to interview and attract potential employees to an organization.
· Doing onboarding and other joining formalities, making the candidate fill HRIS form,

Induction:

· Taking care of the Joining formalities and Induction process.

· Ensure all employees undergo the induction program on the date of joining and are introduced to the HR policies and processes, intranet & performance management system.
Name of Organization
: Zain placement consultancy
Tenure
                        : December 2010 – December 2011
Job Title

            : Executive-HR
Location

            : Jamshedpur
Profile Description:
Recruitment & Selection:
· Coordinating with managers in order to understand the manpower requirement, Profile details and implementing various Recruitment strategies for attracting talents.

· Keeping Track of vacancies as in Organizational Structure.
· Independently handling the complete Recruitment Life Cycle - from sourcing, screening, interviewing, co ordaining, salary negotiations and follow up till the candidates joined. 
· Sourcing and screening the profiles for specific requirements from job boards like (Monster, Naukri, Times Job, Shine) Personal Network, Built up Database, Internet and Employee referrals, Headhunting and Social Networking. 
Name of Organization              : Shadan Group of Institutions (Hyderabad)
Tenure December                     : June 2009 – June 2010
Job Title                                     : HR Associate
Location                                     : Hyderabad
Profile Description
Personnel Management / Documentation / Administration:
· Preparation of all the documentation according to the norms and procedure of the Organization.

· Co-ordination with the employees and attending the queries if any from the Employees towards HR policies.
· Responsible for the formulation, review and successful implementation of HR policies as per the management structure.
· Maintain and prepare all the office documents.

· Maintaining MIS & Daily Reports.
· Managing the rounds of Interview, taking the feedback from the Director.

· Preparing of Offer and Relieving letters.

Payroll:
· Attendance regulation and timely updates. Responsible for sending the payroll data to finance department on monthly basis for salary processing.

· Handling salary and incentives issues / queries.
Exiting Formality:

· Prepare relieving letter of the resigned candidates after channel clearance from all departments.
· Full & final Settlement.
Project:
MBA project on “HRM-Shared services” from Sitel- india Ltd, Hitec-city, Madhapur, Hyderabad. During the period of 17th Dec 2008 to 17th Feb 2009.
Strengths:

· Ability to demonstrate high energy and involvement.

· Strongly committed for self- improvement.

· Leadership and Teamwork.
· Ability to work under pressure of deadline.
· Willing to learn, Excellent Communicator and a good listener.
PERSONAL PROFILE:

Gender




: 
             Female

Marital Status



: 
             Married

Nationality                                          :                        Indian

Language proficiency


: 
             English, Hindi, Urdu, Arabic and Telugu.
Address                                               :                        Flat No.106, Telkars Tower,

                                    Taranagar,Seri Lingampally,

       Hyderabad

PERSONAL STATEMENT:
I have had an opportunity to work with some of the best clienteles across sectors in the past however took a break to look after my family and nurture kids. I am a trained Salesforce resource and I am looking forward to resume work as a Software Developer/Consultant.
I view life as a supply side phenomenon and believe that self-fulfilment occurs through systematic and sustained involvement in the work environment, showing discipline and professionalism that leads to achievement and respect.
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