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CV NO: 1528758
JOB OBJECTIVE:-


I am a highly motivated, well presented person seeking long term employment in an organization where I can grow professionally and further enhance my skills, knowledge and experience to face and overcome the challenges of today’s changing work environment, to ensure the continuous growth of the company.

PROFILE:-

· Have over 2.5 years  of experience as an HR in multiple locations.
· Excellent in managing resources,filing,multitasking.
· Excellent communication skills in English, Hindi, Bengali & Urdu.
· Have an exposure to the European culture having studied and worked in UK for 2.5 years.

· Extremely objective orientated, and focussed in achieving targets.

· Attended rigorous research oriented courses in Cambridge, UK

ORGANISATIONAL EXPERIENCE:-

PRESENT WORK EXPERIENCE:

WB University of Teachers’ Training Education Planning and Administration (WBUTTEPA- Vice Chancellors office) - Executive Assistant (August 2015- Present)
· Arranged and coordinated appointments and meetings for the Vice-Chancellor. 

· Prepared all papers, in advance, for attendance at daily meetings and other commitments.

· Prepared all correspondence and other documentation as requested by the Vice-Chancellor 

· Assisted with the preparation of material for these, eg. Reports, presentations.

· Serviced meetings, including preparation of meeting papers, presentations and taking minutes. 

· Communicating, as required, with guest speakers for these meetings on protocol and logistics and arranging for all IT and catering requirements.

· Independently research confidential, controversial and restricted data/other material as required by the Vice-Chancellor for various projects.

· Researched general material at the request of the Vice-Chancellor and prepare written reports and data tables as required which would be used as part of their project work.

· To respond and advise efficiently to all electronic or verbal enquiries for the Vice-Chancellor ,using own initiative.

· To make all logistical arrangements, including travel, for Vice-Chancellor.

· To liaise effectively with vendors for completion of various tasks.

· To meet and greet visitors on arrival and cover reception duties as necessary.

 REGROB  - Assistant HR Manager  (July 2014-June 2015)
· Manage: Daily operations of basic Administration & HR operation (Partly) of the organization. Recruitment, grievances handling, employee relation etc (HR)

· Hired candidates, forecast workforce requirements of the departments.

· Recruitment, handle In house and walk-in interview, conduct reference check and exit interview

· Freelance Workforce Management, Client serving, vendor management.

· Strong client relationship management and account management skills have been interacting across levels with client, to have in depth understanding of the clients & its policies to pitch correctly to the candidates.

· Handling a team of Recruiters, business development executive, and trainers

· Build and maintain a good quality database and minimize recruitment costs through tactful utilization 

· of the vendor schemes, job portals, employee referral programs, social networking sites etc. 

· Maintain & update existing files with relevant information such as: joining formalities are completed 

· set up of payroll for new recruits, personal details leave balances and  training records.

· Maintenance of Employees files, Records, Data Upkeep & Updating, MIS and aided in formulating a

· Successfully realigned strategy for better develop talent pipeline

 UK WORK EXPERIENCE:  (January2012- May 2014) (Cambridge-UK)
UNIVERSITY: STUDENT AMBASSADOR at ANGLIA RUSKIN UNIVERSITY:

· Worked as a face of the University, in Talent acquisition department of the University.(For hiring temp job workers)
· Initiating events and workshops road shows for the local colleges and schools in Cambridge, UK as a part of the national campaign of university education.

· Supported Admin work related to submission and distribution of assignments within the University.

SEMINAR IN GERMANY: - LABOUR RELATED

· Visited the BMW factory in Berlin for understanding the work process in HR in the Organisation.

· Attended seminar in Berlin school of Economics,

· Visited IG METTAl largest trade union of Germany for understanding German labour laws and EU in general.

ORION EDUTECH - HR Coordinator   (December 2010 -  January 2012)  
· Adhere to recruitment and selection process, interview matrix and approval matrix.

· Conduct competency based interviews, administer preliminary psychometric tests for applicants,

· co-ordinates and assists line manager in the selection process.

· Reference check, salary negotiation, ensures all documents/approvals are optioned before rolling out 

· Offer/Appointment letter to selected candidates.

· Involved in vendor empanelment process and evaluate their performance timely.

· Employee Welfare, Engagement and Grievance handling.

· Ensure prompt and timely resolution of employee grievances to maintain cordial Management-employee relations.

· Issuing warning letters, transfer of employees, reporting manager change, employee bonds/ contract.

· Conduct counselling sessions for the employees, Employee engagement, parties on varied themes . 

· Competition analysis for HR practices on parameters like compensation& benefits leave structures and Training, corporate events, analyze attrition trends, pre planning to keep funnel full.

· Supports Head of HR to collate manpower requirements from management, validating variable budget, managing orientation program, absenteeism controlling & report to MD.

· Maintain employee files, insurance database & other database is being tracked.

· Grievances handling of the entire department, including all the sites/Zone & Trade Union, a monthly program to recognize the talented and outstanding employees.

WIPRO - SENIOR ASSOCIATE(August 2008 – October 2010)
· Successfully achieved  daily, weekly and monthly targets sales for months

· Training new member to the system.

· Taking various initiative including arranging team meetings and tactics discussion in achieving targets

· Discuss with team leaders and managers how to drive data with possible trials with the client

· Team Induction , interpersonal skills training imparted to new joiners.

HCL - ASSOCIATE- (June 2007 – June 2008)
· Handling customer complaints.

· Achieving the weekly/monthly sales targets 

EDUCATION:-

· MBA Degree with specialization in Strategic HR and Marketing from Anglia Ruskin University (UK).

· Bachelors IN Hospitality Management, Napier University ,Edinburgh (UK)
COMPUTER SKILLS:-

· Ms Office, Ms Word, Ms Power Point, Ms Excel(Advance)

PERSONAL DETAILS:-

DATE OF BIRTH:
           23/07/1984

ADDRESS:                   Dubai 

MARITAL STATUS:        Married

LANGAUGE KNOWN:      ENGLISH, BENGALI, HINDI

