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PARAMJIT
PARAMJIT.370429@2freemail.com 
 

BRIEF OVERVIEW            


       Over 8+ years of experience assisting high level executives and managing business relationships in a corporate environment. Experience In Human Resource Management and Administration national and international. Strong experience in Recruitment, Job Classification and Re-classification. Multiple qualification in the field with strong domain knowledge .Strong knowledge of office and administrative software including Microsoft Excel, Word and PowerPoint.

PROFESSIONAL EXPERIENCE


WORK PROFILE:

Organize and maintain company reports and accounting documents. Plan and coordinate events, meetings and conferences. Develop and deploy presentations and speeches. Coordinate and organize special events. Read and filter corporate email, serving as first line of customer support. Prepare corporate personnel agendas, schedules and itineraries. Liaison between all impacted departments to ensure proper communications and reporting practices. Plan and coordinate corporate luncheons and develop presentations for related on-and off-site meetings. Organize the details of special events, travel, arrangements, corporate agendas and itineraries. Direct business relations and distribution of company literature to stimulate client interest and sales leads. Manage capital purchases, direct vendor relations, generate and maintain equipment for tracking records. Process monthly expense reports reflecting supporting documents and budget code indexes. Coordinate and maintain weekly attendance and annual vacation records on departmental employees.

WORK PROFILE:

Recruitment of all staff. Job Classification & Re-classification. Dealing with recruitment agencies & training institutions. Updating area organizational chart. Customizing job specs for each position. Implantation of policies, procedures & grading structure. Bonus distribution with coordination with the HR Manager & Area GM. Transfer of staff internally. Evaluation of staff in coordination with Admin department & HR Manager. Evaluation of new staff before completion of probation period, in coordination   departments' managers. Evaluation of agencies and institutions. Identify training needs. Conducting exit interviews. Implantation of induction programs for staff. Maintain & update salary scale as per market rate. Statistical & Analytical reporting to the DSI group(Turnover, absconding. Responsible for passport of whole staff and labour in project. Updating the management on weekly bases about the current situation of passports undercover. Booking of airline tickets and hotel reservation for employees/guests. Worked as SAP operator in Administration. Arranging leave settlement for employees according to company law. Responsible for all activities of time office. Maintaining time sheet for employees. Reporting to management on daily bases about database of employees working at project. Arranging various events on different occasions for entreating employees. Maintaining whole office system according to ISO standards.

· absenteeism rate in area)


Work Profile:

Giving secretarial supports to HR manager, arrange interviews, maintaining training calendar. Maintain files, records documents and list of contacts information as per ISO. Finish and finalize the time to time works assigned by manager. Maintaining a computer database of all incoming & outgoing company correspondence, distribution of the same to the concerned dept/person and filing them in the proper files

ACHIEVEMENTS 

· 3 times Best Actor Award by Punjab University Chandigarh.

· 2 years selected as President of Guru Gobind Singh Study Circle, Ludhiana.
· 1 year selected as President of Punjab University student union.
· Award winner for recruiting 3000 employees in one month from India, Pakistan, and Bangladesh.

          EDUCATION


Masters In Business Administration (MBA) (HR)

  

2007

Punjab Technical University

Post Graduation Diploma in Business Management



2006

Punjab Technical University

Graduation (Bachelor of Arts)






2005

STRENGTHS


· Highly achievement oriented with an ability to develop effective strategies

· Strong project planning and management skills

· Strong leadership skills with an ability to build, develop and lead result-oriented teams

· Excellent communication, presentation and interpersonal skills

PERSONAL DETAILS

Date of birth:

18th Oct,1982.

Languages known:
English, Hindi and Punjabi 

Salary expected            Negotiable.

Time required to join    immediate
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Bull Power Tiles & Pavers 					 From Jan, 2009 onwards


GARHSHANKAR





Dodsal Pte. Ltd. 						From April, 2008 to Jan, 2009 


DUBAI 


HR/ADMIN Assistant





JCBL Pvt. Ltd. 							25 Dec, 2006 to June, 2007 


HR Assistant
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