
SWATIOJHA
B-403,Pearl100,NearSanidhya
Apartment

Chandkheda,Ahmedabad(Gujarat)

M:+919504620407

E-mail:swatiojha9818@gmail.com

CURRICULUM-VITAE

CAREEROBJECTIVES

Toworkinanorganizationthatnourishesideasandprovideschangetoshapewellinlifeutilizingabilities.A
positioninaresultorientedcompanythatseeksanambitionperson,wheremyskillsbeutilizedtowardsmutual
growthandadvancement

PROFESSIONALOBJECTIVES

Tobuildasuccessfulcareerwithaprofessionallymanagedorganizationcommittedincreatingandmanaging

world-classinfrastructurefacilitiesandservicethatinvolvebenchmarks.

HIGHLIGHTSOFEXPERIENCE

experienceinthefieldofAdministration,CustomerRelations,FinanceManagement,HumanResource&other
relatedfields.

ExposureacrossdiverseIndustries/sharpmemory/abilitytoworkunderpressure.

Proactive/willingnesstoexperiment&acceptadditionalresponsibilities/integrity&commitmenttowork.

Aneffectiveteam memberwithstrongtroubleshooting&Problem solvingskillsexcellent&team buildingskills
withaneyefordetailabilitytogetthingsdonebetter,faster&costeffectively.

PROFESSIONALEXPERIENCE

PresentlyworkinginM/SSUCCESSVIBRANTHR&PRSOLUTIONSPVT.LTD.

Designatio
n
Duration

:H.R.Executive
:01stJuly2019totilldate

Responsibilities:
Manpowerrecruitmentprocess

Staffsalarypreparation
MISPreparation
Monthlybillsforclients.

M/SPrimeShineServices.

Designatio
n
Duration

:SeniorofficerInternalAudit
:07thDecember2017to30thJune2018

Responsibilities:
ElectricalPoleInstallationPPTGraphPresentationoninstallanduninstallthroughgraph

presentation
EmployeesSalaryPreparing.



EmployeesSalaryDistribution.
MakingWorkmenRegister,ProvidentFundstatement,SalaryandWages,etc.
Handlejoiningnewemployeeandmakingfullandfinal.
ProductsPurchasing,StockMaintains&Billing
ProductsPresentation.



CURRICULUMPROFILE

CourseofStudy:
University :

B.Com (Hons.)

S.S.L.N.T.MahilaVidhyapith.

PROFESSIONALCERTIFICATION

Ms-Office2007YashComputerInstitute,PuneMaharashtraGrade-A

HONORSANDACHIVEMNETS:-

BhartiyaSanskritiGyanPariskshYear-2012Grade-General

AkhilRashtriyaRashtraBhushanParikshaYear-2011Rank-First

SpellBeeCompitionYear-First

HOBBIES

Sketching,Traveling

PERSONALDETAILS
Name : SwatiOjha
FathersName : Shri.ArunKumarOjha

PermanentAddress :B-403,Pearl100,NearSanidhyaApartmentChandkheda,

Ahmedabad(Gujarat)PIN-382470

Dateofbirth : 07
th

April1998

Sex : Female

Nationality : Indian

LanguageKnown : Hindi,English&Guajarati

Maritalstatus : Unmarried

PersonalStrength : Smart&Hardworking

IharebydeclarethatalltheaboveInformation’saretrueandcorrecttothebestofmy
knowledge.

Place:___________

Date:____________



[SWATIOJHA]


