
[image: image1.jpg]


CURRICULAM VITAE
TRINJAN 
Email: TRINJAN.2062@2freemail.com 
                                          Professional Summary

Administrative and Human Resources Management Professional seeks opportunities where experience in staffing, internal program development and management, employee relations and project management will enhance a company’s overall strategic plan and direction.

Skills

Office Management

Records Management

Spreadsheets/ Reports
Salary Preparation

Front Desk Reception

Database Administration
Monitoring Absences

Processing Resignations
Performance Reviews
Employee Termination
Payroll Function

Executive Works
Computer Skills


Software Installation

Windows Installations

Microsoft Office Products

HTML



Database Handle 

ERP Functional Knowledge
Academic Qualification



	Examination
	School/College
	Board/university
	Year of passing
	Division

	12th
	Layallpur khalsa College (Jalandhar)
	P.S.E.B
	2003
	Ist

	B.A
	D.a.v college (Ferozepur)
	P.U
	2006
	2nd


Professional Qualification                                 
	Examination
	Discipline/Specialization
	College
	University
	Year of passing
	percentage

	P.G.D.C.A
	Post graduate diploma in 

Computer application
	Dev samaj College

(Ferozepur)
	P.U
	2008
	Ist

	LETERAL ENTERY MSC(IT)
	Masters of computers
	National college

(Mukatsar)
	P.T.U
	2009
	Ist


Experiences


1. Company: Dawn Motor Pvt. Ltd.
Job Title:  Administrative cum HR Executive


01.09.2014 – 31.12.2016.
Duties
    Monitor daily and monthly attendance and Salary calculations.
· Organize staff training sessions, workshops and activity.

· Provide basic counseling to staff that have performance related obstacles.

· Prepare notices and advertisements for vacant staff positions.

· Schedule and organize interviews/Participate in applicant interviews.

· Coordinate with staff recruitment process for candidate selection.  

· Handling daily Inquiry of outside visitors.

· Responsible for handling internal and external call and transferring them to the desired 

extension numbers.

· Sending Leave applications and loan requests of the junior staff to the Manager HR.

· Arranging Transport for day to day commuting by the staff and maintain records thereof.

· Manage Document files, Printout, Emails.
2. Company :-  Achieve Soft Solutions
 Job Title: Administrative Assistance



   01.07.2012 – 30.04.2014.
 Duties
· Teaming up with other internal departments like Finance, HR for smoother functions.

· Management of local purchase and Maintenance Contracts.

· Assisting Admin Manager in day-to-day activities.

· Responsible for maintaining Company confidential records.

· Organizing conferences & team get-togethers.

· Maintenance of Library and Software.

· In charge of international Travel and Hotel bookings.

· In charge of Printing and stationery.

Personal Details

Gender                  :  Female
Nationality             :  Indian

Language known: English, Hindi & Punjab
Declaration



I hereby declare the details furnished above are true to the best of my knowledge. 
Date:





                                   
