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ADMIN & HR ADMINISTRATOR
Upbeat, success-driven Admin & Human resources professional with 3 years of progressive experience in diverse administrative roles. Strong track record of strategic and operational management of employees targeted at achieving business objectives. Expertise encompasses operational services, performance management, recruitment and employee relations.

CORE COMPETENCIES

	                    New-hire paperwork 
	       Performance review
	Bills auditing

	                    Compensation calculation
	       Payroll processing
	Background checking

	                    Confidentiality maintenance
	       Documentation
	Recruitment supervision

	                    Advertisements handling
	       Interviews conduction
	HR policies enforcement


SELECTED ACCOMPLISHMENTS

• Operated a complex screening system that automatically isolated suitable candidates for a given job description

• Introduced an evaluation system to gauge performance improvement across various business activities based on employee performance

• Conducted several seminars for new employees as part of the induction and integration process of the company

• Initiated a collating directive which resulted in handling payroll systems in an effective and efficient manner
Professional Experience

HR & Admin Coordinator

             
January 2011 – March 2012
ICICI Bank 

Key Responsibilities:

· Provide clerical and administrative support to Human Resources executives

· Compile and update employee records (hard and soft copies)

· Process documentation and prepare reports relating to personnel activities (staffing,

     Recruitment, training, grievances, performance evaluations etc)

· Coordinate HR projects (meetings, training, surveys etc) and take minutes

· Deal with employee requests regarding human resources issues, rules, and regulations

· Assist in payroll preparation by providing relevant data (absences, bonus, leaves, etc)

· Communicate with public services when necessary

· Properly handle complaints and grievance procedures

· Conduct initial orientation to newly hired employees
Senior Service Coordinator 


   February 2009 – January 2011
HDFC Bank India 

Key Responsibilities:

· Providing help and advice to customers using your Bank’s products or services.
· Communicating courteously with customers by telephone, email, letter and face to face.
· Investigating and solving customers' problems, which may be complex or long-standing problems that have been passed on by customer service assistants;

· Handling customer complaints or any major incidents, such as a security issue or a customer being taken ill.
· Keeping accurate records of discussions or correspondence with customers; analyzing statistics.
· Writing reports analyzing the customer service that our bank provides.
· Developing feedback or complaints procedures for customers to use.
· Developing customer service procedures, policies and standards for our department;

· Meeting with other managers to discuss possible improvements to customer service; being involved in staff recruitment and appraisals.
· Training staff to deliver a high standard of customer service; leading or supervising a team of customer service staff.
· Learning about your organization’s products or services and keeping up to date with changes.
· Keeping ahead of developments in customer service by reading relevant journals, going to meetings and attending courses.
Education

Academic Profile 

Sikkim Manipal University (2012)

Bachelor in Business Administration (BBA)

Park Institution  (2004)

Higher Secondary  (Arts )

Laban Hrad Vidyapith School (2002)

Secondary Education  (General)

Training 

· Completed one year Glomos training on Biblical leadership and community development program. ( Kolkata) 
· Completed, training for Professional English in BBC. (Kolkata) 
· Completed, training course for computer in BBC. (Kolkata) 
   Project  (BBA final Year)
· Working model -    A Study on Organizational Culture and it’s Impact on employees’ behavior (HR)
Personal Details

        D.O.B 



:
27/05/1984                                              

    Gender



:
Female

    Marital Status


:
Married

        Strength

               
:
I feel better when I keep myself busy in work 

    Language

               
:
English, Hindi, Bengali
