Curriculum Vitae

MOHD 
Carrier Objective

To acquaint myself with the best and the latest of the service industry standards.  To stand

outstandingly capable of meeting challenges set for me.  To work hard and apply all my potential and knowledge to accomplish every assignment with ever-sustained utmost 

enthusiasm and passion.

Education Qualification
	EXAM PASSED
	BOARD / UNIV
	YEAR
	DIVISION

	Xth
	C.B.S.E.
	2007
	II

	XIIth
	C.B.S.E.
	2009
	II

	B.S.W.
	AMITY UNIVERSITY, NOIDA
	2012
	I

	M.S.W.
	GAUTAM BUDDHA UNIVERSITY
	2014
	III


Work Experience

WORK EXPERIENCE:- Joined as anExecutive
Key Responsibilities:
· Handle day to day activities such as Selection, Documentation, vendor staff tracking system for background verification of candidates.
· Preparation of letters such as Offer letters, appointment letters, generating Ecode etc.
· Co-ordination with various departments & people within the organization & dealing with problems & providing workable solutions.
· Worked with reporting managers of the organization to understand the specific requirements of clients.
· Cross checking the documents of the candidates offered to ensure error free completion.
· Developing and maintaining of database on the basis for immediate and future requirement.

· Preparation of statistical recruitment data, provides timely reports.
· Responsible for the maintenance of all office equipment and ordering necessary office supplies/equipment.
· Experience to work on Vendor Staff Tracking System ( VSTS ) tool for tracking the background of the Candidates before hiring for ICICI Bank.
· Work allocation, data collation and data mapping in various reports.
· Meeting client requirement with 100% quality and within TAT.
· Resolving queries of the team.
HR Operations:

· Maintaining & Creating Candidates database & Employee Database. 

· Managing MIS new Joining data for Pan India and sending to National Head -  Recruitment

· Maintaining the HR Portal and generating Offer Letter.

· Exploring new avenues for database.

· Preparing Monthly Attrition report & Dashboard.

Strengths:

· Work with passion.

· Strict adherence with committed timelines.

· Inherent ability to work with team spirit.

· Reporting-Monthly, Quarterly & Annually.
· I can easy to adopt any kind of environment.
· Proven time management skill.
· Administrative skills.
· Ability to communicate effectively.
· Fluent in English, Written and Verbal.
Weaknesses:

· I don’t feel comfortable until I complete my work.

· I have a big heart I can't say refuse helping people when they are in need to me.
· Lack of some skills.
COMPUTER SKILLS;
Good understanding of Microsoft office and regular user of internet.
PERSONAL DETAILS:

DATE OF DIRTH                  : 
25th/May/1991
NATIONALITY

:       
Indian
LANGUAGE KNOWN          
:        
English, Hindi

MARITAL STATUS               
:         Unmarried

HOBBIES
:   
Reading novels, making new 

Friends, playing outdoor & indoor games.

POSITIVE TRAITS:

Physically very active, Confident, Creative, Punctual, Enthusiastic & Participative.

DECLARATION:

I hereby declare that information provided above is true to the best of my knowledge and belief. 
Date :

Place: New Delhi, INDIA


(Mohd.)                                                     
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