
	E-mail:
Suravi.343299@2freemail.com 
Technical skill set:

· Ms Office Tools
· Power Point

· Excel

· Tally 9.0

· Photoshop

Languages known:

 English, Bengali, Nepali,           

 Hindi       
Personal Details:

   Date of Birth  : 25-10-1990. 
   Sex                 : Female.
   Nationality     : Indian.
   Marital Status : Single
   Domicile        : West Bengal.

   Visa Status    : Visit Visa 
             (Entry: 13-02-2017)
Address:

      Abu Dhabi, UAE.

Qualification:
Masters: MBA in HR

 Manipal University

 (2012-2014)

Diploma: Secretarial Practices
 RVTI, Bangalore

(2011-2012)

Graduation: BA - Sociology
 Calcutta University

 (2008-2011)

I.S.C: Arts Delhi University

Darjeeling, West Bengal

(2005-2007)
I.C.S.E: Science Delhi University, Darjeeling, WB

(passed out 2005)
	                                                                                                        [image: image1.jpg]



Objective: 

            Seeking a challenging position in a progressive company where my professional experience and education will allow me to make an immediate contribution as an integral part of the organization enabling it to achieve its goals and also enhance my existing skills and knowledge thereby placing myself as a successful professional. 
Summary

An individual with strong commitment to excellence and possesses dynamic presentation, communication, management and leadership skills. Holds an MBA degree in HR and a Diploma in Secretarial Practice  with more than 2 years of distinguished performance and multitasking experience in handling

· Recruitment 
· Public relation
· Office Management
· Organising meetings, appointments, travel & guest arrangement
· Preparing and editing correspondence, reports & presentations
· Maintenance of files & records
Also, a motivated and result oriented individual with excellent planning, organizational and development experience with good time management skills and positive attitude.
Core Competencies
· Effective communication and presentation skills.
· Strong Analytical, Logical and Critical thinking
· Ability to develop and maintain effective working relationship at all levels
· Good Leadership quality, a Team player and a facilitator
· Flexibility to respond to range of different work situations
· Stay calm and thrive on pressure and deliver above average results
· Good listener and a quick learner



Career History
Job profile #1

Currently working as Executive Assistant to Executive Director of an MNC in Abudhabi, UAE.

Organization
: KRC International Group, Abudhabi


No of Employees
: 1600-1700
Duration
: Feb 1st 2015 – 31st July 2016



Reporting to

: Executive Director
Job Description

· Managing appointments, travel plans, scheduling meetings & taking messages for the Executive Director.
· Collect weekly and monthly reports from all divisions and produce consolidated statements to be presented on the board meetings.
· Attending monthly meetings, taking minutes and circulate among attendees, followup on the issues discussed and the status of action decided on.
· Maintain all company licenses and records, followup for their renewals, maintain list of all trade fairs around GCC, Registation in trade fairs, communication between ED and department heads.
· Maintain personal expenses, bank details, funds status.

· Handling calls and replying to emails on behalf of ED.

· Processing of Visa Application/ documentation.

Job profile #2
Worked as Recruitment Executive in an Overseas manpower consultancy in Siliguri, West Bengal, India.

Organization
: YAKTHUNG




             No of Employees
: 40-60
Duration
: Jan 1st  to 24th Dec 2014




Reporting to

:General Manager
Job Description

·  Work closely with Hiring Managers to develop position profile and to understand overall needs and requirements. (Description, salary, timing, expectations, etc) 
·   Create a comprehensive job description based on hiring manager specifications to be used to present to candidates and to post to job boards and internal gateways
·  Develop appropriate sourcing strategy for each role based on the client requirement in consultation with the Recruitment Manager.
· Managing candidate pileline, contacting and following-up with candidates, Screen candidate CV’s, Conducting initial interview, scheduling interview with clients,  briefing candidates before and after interview and timely documentation of all conversation in internal database.
· Offer the candidate on behalf of client, communicate the acceptance and intiate on boarding procedure.
Achievements

· Have organized and coordinated various activities including employee engagement activities in KRC International.
· Successfully rolledout KRC News bulletin to be distributed in employees on a monthly basis.
· Successfully recruited cadidates for  clients in GCC
· Have represented KRC International in various events and Trade Fares including Gulf Food 2015 & 16.
· Have coordinated, participated and won prices in paper presentation competitions.
· Was the department topper during graduation in St. Paul’s College and Secretarial practices.[image: image2.png]
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