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HR PROFESSIONAL
Looking for job opportunities in the Human Resources.

SUMMARY
An adept professional having 4+years’ experience in Human Resource and Information Technologies. Holds in-depth experience in Recruiting, Interviewing and Payroll Processing. Establishes Recruiting requirements by studying organization plans and objectives; Meeting with managers to discuss needs. Determines Applicant Requirements by studying job description and job qualifications. Appreciated for impressive Phone Skills and People Skills.
	
	KEY SKILLS

	 Excellent Inter-Personal Skills
	 Result Driven

	 Interviewing Skills
	 Project Management

	 People Skills
	 Good Judgment

	 Supports Diversity
	 Employment Law



CAREER OBJECTIVE
I am an exuberant HR Professional having 2+ years’ experience in the domain. I am capable of attracting applicants by placing job advertisements and contacting recruiters, using newsgroups and job sites. I effectively determine applicant qualifications by interviewing applicants, analyzing responses, verifying references and comparing qualifications to job requirements. I am seeking a position to utilize my skills and abilities in the industry that offers professional growth while being Resourceful, Innovative and Flexible.
WORK EXPERIENCE

1. VIDYA VIKASH KENDRA, Sivasagar
From SEPT, 2012 to SEPT, 2014.
Designation: Hr & Admin Executive Job Responsibilities
· Recruiting staff: this includes developing job descriptions, preparing advertisements, checking application forms, short listing, interviewing and selecting candidates; 
· Developing policies on issues such as working conditions, performance management, equal opportunities, disciplinary procedures and absence management; 
· Advising on pay and other remuneration issues, including benefits; 
· Undertaking regular salary reviews; 
· Negotiating with staff and their representatives on issues; 
· Administering payroll and maintaining records relating to staff; 
· Provide support to supervisors and staff; 
· Monitor attendance activities; 
· Perform other admin related duties as required; 
2. NATIONAL INFORMATION & COMMUNICATION EXCHANGE, New Delhi 
From MAR, 2012 to AUG, 2012
Designation: HR Executive
Job Responsibilities
· Establishes recruiting requirements by studying organization plans and objectives; meeting with managers to discuss needs; 
· Builds applicant sources by researching and contacting community services, colleges, employment agencies, recruiters, media, and internet sites; providing organization 
information, opportunities, and benefits, making presentations maintaining reports; 
· Determines applicant requirements by studying job description and job qualifications; 
· Attracts applicants by placing job advertisements, contacting recruiters, using newsgroups and job sites; 
· Determines applicant qualifications by interviewing applicants, analyzing responses; verifying references, comparing qualifications to job requirements; 
· Arranges management interviews by coordinating schedules; arranges travel, lodging, and meals; escorting applicant to interviews, arranging community tours; 
3. VIDYA VIKASH KENDRA, Guwahati
From FEB, 2008 to JAN, 2010
Designation: IT / Admin Executive
Job Responsibilities:
· Assisting in the planning, designing, documentation, and implementation of various systems to include desktop PC’s, servers, network equipment, and software applications 
· Monitoring and maintaining the use of the LANWT’s photocopiers and printers 
· Assisting in the organization and inventory of all hardware and software resources 
· Providing network and desktop support 
· Designing, installing, upgrading, configuring and repairing local and wide area network hardware & infrastructure 
· Installing and testing computers and related network hardware in a LAN / WAN environment 
· Providing IT support to computer users within the office 

EDUCATION QUALIFICATION
· PGDM (Major HR & Minor Finance) ITS-IM in 2012 
· BCA (Honors) from NEHU in 2010 
· HSSLC (Arts) AHSEC in 2007 
· HSLC SEBA in 2003 

INTERNATIONAL-WORKSHOP
“Management Perspective” a Workshop in Singapore on 27th April, 2011

ACADEMIC PROJECTS
During PGDM
· Project Title: Recruitment & Selection 
· Period: 1st May, 2011 to 30th June, 2011 
· Organization: Shriram Value Service Pvt. Ltd, New Delhi (Shriram Group of Companies, Chennai) 
· During BCA
· Project Title: Computerized Billing System 
· Period: 5th December, 2009 to 5th February, 2010 
· Organization: Hotel Rialto, Panbazar, Guwahati 

MEMBERSHIP
The Indian Society for Training & Development (ISTD)
	
	PERSONAL DETAILS

	 Date of Birth
	: March 29, 1987

	 Languages Known
	: English, Hindi, Bengali, French, Arabic & Urdu

	 Marital Status
	: Unmarried

	 Nationality
	: Indian

	
	

	
	


