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CAREER OBJECTIVE
To be an integral part of a professionally managed organization and contribute to its overall growth

with a result-oriented approach and to achieve excellence in my field of experience.
PROFILE
A determined and focused professional with a wide variety of practical experience in Recruitment gained over a number of experiences with high profiled Indian organizations.
PROFESSIONAL SYNOPSIS

· Having 5.5 years of professional experience in Counseling and Employee Development/ Administration/ Education with proven versatility.

· Proactive, team player with good leadership skills.
· Excellent all round interpersonal skills.

· Excellent communication, computer and organizational skills.

· Positive attitude and ability to work under pressure. 
· Ability to learn and grow.
Training and Employee Development:
· Successfully lead a team of 10 recruiters.

· Effectively handle training and employee development in the branch as well as mentor new recruiters.

· Involved in taking daily reports of executives for proper performance evaluation and Target monitoring on a daily basis and evaluation of daily prospect to guarantee maximum joinee and revenue generation.

Business Development:

· Play an important role in business development initiatives to generate new position and successfully work on junior as well as senior profiles.

· Generating new Client by Coordinating with the Senior Management pertaining to the requirements and openings and actively involved in planning and strategizing on the active requirements.
Administration:
· Documentation of new joining Employees and maintain and update the records.
· Maintaining reports on excel sheets-Daily, Weekly, Monthly, Quarterly.
· Employee verification.

· Managing the Naukri and Monster account daily, managing the password.

· Induction of new Joining Employees.

· Making salary and Incentive of team.

· All general Administrative work, bill payments of Land line Phones, Mobiles, Internet, Office Rent, Electricity Bill and payment of all other office maintenance Charges.

Education/Teaching:

· Responsible for teaching Mathematics and computers 6th, 7th and 8th Standard. 

· Designed and implemented lesson plans for classes. 
· Responsible for preparing & Selecting Exams papers for same said classes and also monitor.
· Maintain excellent classroom management skills and an ability to keep students on task.

· Integrate multiple teaching styles to intensify the range of learning.

EMPLOYMENT HIGHLIGHTS 

Previous Assignments:
· Worked as Office Clerk in O.E.F Senior Secondary school in  India.
· Worked as a Counselor  in Punjab Technical University on a Full-time basis where I give full details of course and promote other education facilities to correspondence Management students on various issues.
· Worked as a Teacher for Computer in B.S.S education center, India
· worked as a Teacher  in J,K Kids Dreamland . India

Qualifications

Education:

2009

Bachelor's degree in Computer applications. IGNOU India
2005

Intermediate from U.P board, India.
2003 

High School from U.P. Board, India.
Computer Skills:
· Diploma in IT  with NIIT, India..

· Good knowledge of MS Office Applications.
PERSONAL DETAILS 

Date of Birth
: 22nd March 1988
Languages
: English & Hindi
