CHANG 
QUALIFICATION
Enthusiastic, resourceful and trainable seeking to move into any established concern for future developments. Background includes attaining and surpassing corporate goals by developing a service strategy that coordinates clients need with beneficial objectives. Excel at establishing and growing a customer base through innovative use of marketing tools and inter personal skills.
PROFILE
·0
Professionally committed and responsible. Adapt easily to new situations. Successfully handles wide range of functions using a combination of creative, organizational, and writing skills.
·1
Maintains focus in multiple assignments or demanding work environments, under deadline and pressure conditions. Meet challenges head-on and always find a way to effectively complete the tasks.
·2  Exceptional interpersonal and communication skills.
·3 Technically proficient in MS Word, Excel, PowerPoint and Internet. ·4 Proficient in use of info-graphics to create reports.
EDUCATION
·5 THE BHAWANIPUR EDUCATION SOCIETY, Kolkata, India. Bachelor of Arts, 2009 - 2012.
Marks obtained: 45 Percentage

·6
ASSEMBLY OF GOD CHURCH SCHOOL, Kolkata, India. Secondary & Senior Secondary (IGCSE) Examination, 2007-2009. Marks obtained in Xth : 79%
Marks obtained in XIIth : 77% (According to best of 5)
EMPLOYMENT
.
ANTHROPLACE CONSULTING PVT. LTD, [Intern]
Kolkata, India.
November 2012 – January 2013
* Manages the entire staffing process:
Recruits, screens, interviews, test and selects employees to fill up vacant positions throughout organization .
Clients: Accenture, HCL, TCS, IBM, Usha Comm.
OM CONSULTANCY PVT. LTD [Senior Recruitor]
Kolkata, India.
January 2013 – Januay 2014
·7
Manages the entire staffing process: recruits, screens, interviews, tests and selects employees to fill vacant positions throughout organization
·8
Writes recruitment advertisements for posting in newspapers, internet and other recruiting sources
·9
Teams with vendors such as placement agencies, temporary agencies, background investigation firms, law firms and others to enhance the recruiting process
·10 Provides training such as interviewing, sexual harassment, discipline, diversity and other HR and related topics
·11 Conducts exit interviews with departing employees and compiles and reports trends to management for action
·12 Represents organization at employment -related hearings and other investigations
·13 Drafts and assists managers with drafting Position Descriptions and ensures ADA compliance.
·14 Leads the organization’s employee immigration process.
·15 Drafts field and administers employment related company-wide policies and procedures.
·16 Manage company college relations and internship programs. ·17 Perform other HR duties as directed.
·18 Clients: Infosys, Sutherland Global Services, Teleperformance, Limtex, Mahindra System, ISS
 [Human Resource Generalist]
Kolkata, India.
January 2014 - Present
*Contacting candidates, following-up with candidates, and managing candidate pipeline.
*Scheduling interviews, briefing and debriefing candidates before and after interviews.
*Maintaining timely documentation of all conversations with candidates within our internal database.
*Assisting in generating leads from conversations with candidates.
*Presenting candidates to our management team applying high quality standards.
*Posting job descriptions on job boards, and tracking posting status and results.
PERSONAL DETAILS
Languages known:
English (Read, Write, Speak)
Hindi (Read, Write, Speak)
Mandarin (Speak)
Tibetan (Speak)
Hakka ( Speak)
Bengali ( Read, Write, Speak) Beginner.
	D.O.B
	: 27th October 1989

	Valid Passport
	: Yes

	Best time to reach
	: 10AM – 10PM IST

	Can join ASAP.
	

	
	


I do hereby agree to all the informations provided above by me to be trusted with all my knowledge.
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