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	Strengths

	· Acquired MBA in Planning and Entrepreneurship
· Strategic Human Resource and Employee Relations
· Dexterity in HR Functions and Process Management
· Excellent Planning, Organizing and Time management
· Possess Integrity, Creativity, Honesty & Teamwork
	· Competency in Human Resource and Administration
· Strong Motivation & Relationship Building Capabilities
· Prowess in Recruitment and Selection Process skills
· Exemplary Communication & Interpersonal skills
· Proactive, Highly driven, Vibrant Personality


	


MBA Degree inPlanning &Entrepreneurship–Indian Institute of Planning & Management (IIPM)          2010 – 2012
Affiliated withInternational Management Institute, Belgium
Diploma in BBA –Indian Institute of Planning and Management (IIPM), Hyderabad India

2009 – 2010
	



HR Assistant –Navjeevan NGO Society, Guwahati, Assam, India


Jan 2015 – Apr 2016

HR Assistant – Hotel Gateway Grandeur, Guwahati, Assam, India


Nov 2012 – Dec 2014
	



· Accomplished Master’s Degree in Planning & Entrepreneurship from Indian Institute of Planning and Management (IIPM) affiliated with International Management Institute, Belgium.
· Successfully achieved set target due excellent performance demonstrated while working at Coca-Cola India.

· Received an Award as Best Choreographer during my College and secured Gold Medal at Inter-school volleyball.
· Travelled to Texas, Austin to attend the program related to Advanced Global Management Program by The University of Texas (Austin) on June 2011 – July 2011.
· Successfully completed various project during my Internships such as Strategic Human Resource Management, National Economic Planning, Consumer Satisfaction Index in relation to Reliance Trends and Analysis and Evaluation of Tecumseh India.
· Consistently demonstrated resourcefulness and initiative to support the management with flexibility in working well in cross-functional teams.
· Performed assigned workload with indefinable enthusiasm, commitment, honesty, and dedication and drove towards contributing to continued business growth.
	



HR Assistant
· Managing selection process to include interviewing, assessing candidates, screening, and recommending finalists, filling the staffing needs within the set time frame.Conduct reference and background checks on applicants. 
· Execute recruitment plan by sourcing out well-qualified candidates from a variety of sources (advertisement, internal referral, job portals). Organizing assessment on a regular basis for open vacancies in the organization.
· Maintains filing system and a database containing prospective candidates for recruitment.Writing job advertisement and deciding the channels where it has to be advertised. 

· Interprets human resource policies and procedures and responds to request for information and assistance from applicants/employees. Issuing offer letters and other relevant documents to selected candidates & following up with them until placing. 

· Handled Exit interview plus coordination with staff and department with regards to resignationwhen needed.
· Maintaining the Resignation & Termination File, administrative tasks in the HR Recruitment and handles mobilization.

· Coordinate with line managers and Recruitment Manager regarding mobilization of staff for the entire company answering all inquiries related to HR (new candidates and employees).
General Administration

· Provide general administrative support including mailing, scanning, faxing, copying and other clerical and administrative support to management/employees. Act as a point of contact on all administration matters, deal tactfully with all people.

· Manage diary, schedule appointments, record minutes of the meeting, and organize details of travel and events, Knowledge of the organization set up and upholds confidentiality in all official transactions.

· Communicate with internal departments as well as all third parties to exchange information, coordinate activities and promptly resolve issues.

· Open, sort and deliver incoming correspondence, including faxes and e-mail, file and restore documents, records, reports and arrange travel itineraries for executives.

· Read and analyze incoming memos, present reports to find out its significance on various concerns and plan its distribution to the appointed unit for the proper response.

· Provide high tolerance in attending internal or external customer queries, deal with clients and visitors and deliver support to the management or executive level.
· Manage all kinds of administrative and clerical work efficiently, highly skilled in preparing correspondence including statements, forms, reports, presentations, applications and other documents.
	



HR Assistant –Navjeevan NGO Society, Guwahati, Assam, India




· Effectively maintain Leave Records for NGO workers. Handle internal and external correspondence including follow-up.
· Provideassistancein developing creative thinking on contemporary subjects to children by organizing district/state level competition and training.Administer all necessary help and assistance to organize health check–up camps for needy

· Assist with sponsorship, events and press releases.
HR Assistant – Hotel Gateway Grandeur, Guwahati, Assam, India



· Coordinated with the Senior Executive Personnel. Ensure to maintain Leave Records for all employees. Contributed to developing marketing plans and strategies.
· Effectively maintain department office area in an organized and professional manner including supplies and equipment.
· Provided administrative support in the preparation of correspondence, reports, schedules, confidential materials and various employee issues.Played a pivotal role in implementing and maintaining a good filing system.
· Maintained a professional and confidential administration service to the Department Heads.

· Responsible for purchasing orders as requested and coordinate with purchasing department for timely processing.
· Efficiently maintain the diary and arrange appointments.
	



Project Title: Style of Leadership in HRM by ONGC (Oil & National Gas Corporation Ltd. on February 2011 to May 2011.

Project Objectives: To study & analyze various leadership styles followed by managers in a giant company like ONGC in an Indian perspective with suitable HR policies being developed to maintain good industrial relations & to improve productivity/profitability.
	


Subject of the Projects:
· Strategic Human Resource Management, National Economic Planning, Consumer Satisfaction Index in relation to Reliance Trends, Analysis, and Evaluation of Tecumseh India. 

Field Project:
· Worked as a promoter for Coca-Cola (Products of sales being Minute Maid Nimbu Fresh) - Objective of this project was to collect customer feedback on the product for further development of the product.
· Travelled to the University of Texas, Austin to attend the program related to Advanced Global Management Program by The University of Texas (Austin) on June 2011 – July 2011.
Program highlights:

· Case studies relating to the organization (finance, marketing, and human resource) - this helped us to understand how companies build their brands; grow themselves in the market over the years and tackle problems & overcome failures.

· This gave me an opportunity to interact and learn with the professors of the University of Texas. The program helped me gain a better understanding of how a truly global economy works.
	


I.T Proficiency
· Proficient in MS Office application (Word, Excel, PowerPoint, Email application & Internet).
	



Nationality

:
Indian
Date of Birth
:
19th Aug 1990
Marital Status
:
Married
Visa Status
:
Husband Visa
Languages

:
English, Hindi and Assamese
Reference

:
Available Upon Request
PROFILE SYNOPSIS





Versatile, Dynamic and Goal-oriented professional equipped with 3+ year’s track record of delivering top quality performance in carrying out multifaceted functions. Possess sound knowledge related to Strategic Human Resource Management, National Economic Planning, Consumer Satisfaction Index, Recruitment, Selection Process, Reward Management, Compensation & Benefit, Performance Appraisal, Training & Development, Employee Relations, People Management and General Administration. Demonstrated aptitude in carrying out multiple tasks simultaneously, providing efficient and outstanding administrative support and coordinating work activities to Senior Managers;Possess enthusiasm, tenacity and initiative in achieving performance goals, desirous for continuous learning with excellent analytical, coordination, organization, time management, problem solving, interpersonal and communication skills. Seek a solid career foundation and good outcome within growing organization that provides an opportunity for career growth and professional experience.








QUALIFICATION





CAREER SNAPSHOT





ACHIEVEMENTS





CORE COMPETENCY





PROVEN JOB ROLE





INTERNSHIP





PERSONAL DETAILS
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