MEGHNA 

CONTACT NO.: Whatsapp +971504753686 / +919979971283
E-MAIL ID: meghna.376015@2freemail.com 
Objective

Achieve the desired results for the company with the hard and sincere work to accomplish the professional goal.

Educational Qualification
· Passed  XIIth from Delhi from CBSE Board Shiv Vani Public School.
· Passed Xth from Delhi CBSE Board. (Vardhman Shikha Niketan).
Professional Qualification

· Completed SIX MONTHS BASIC SPANISH Course from New Delhi Y.M.C.A.
· Completed one year Diploma Course in Office Management from New Delhi Y.M.C.A. in the year 2003.

· Completed one year Computer Course from Netking.
TRAINING PROFILE

· Business English Communication

· Elementary English

· Shorthand (100 w/pm)

· Typing (60 w/pm)

· Office Management

·  Undertook research & prepared a detailed project report on “Communication skills”.

EXTRA CO-CURRICULAR ACTIVITIES

· I had participated in a Telefilm “Khamiaja” which was directed by Mr. Lalit Bahal.

· I had participated in a Talent show, which was telecast on DD Metro.

· Participated in Debates, Talent Shows & Group Discussion during the course of Y.M.C.A.

Work Experience

Worked with International Women Polytechnic as an Office Management Faculty & IELTS Faculty (June 2012 – Jan. 13).
Worked with British School of Language as a English Faculty & IELTS Faculty (Jan. 09 till June 2012)
Active Selection (15th May. 2007 till Dec. 09)

About the Company:- 

We are a member of JuhlerGroup, a Group of recruitment agencies founded in 1979 in Copenhagen, Denmark. JuhlerGroup comprises of the following brands: ACTIVE SELECTION, TEMP-TEAM, Access Personnel and Flex Force.

Designation:- HR Consultant

Job Profile:

· Understanding thoroughly the Manpower Requirements of the company.

· Accordingly sourcing the resumes through various sources like Ad, Employee        References, etc.

· Posting various jobs according to clients requirement

· Screening, short-listing & Validating Resume as per client requirement.

· Conducting preliminary interview & sourcing the right profiles.

· Scrutinizing the resumes, interacting with candidates to understand their

   
Capabilities, strengths, limitations etc.

· Co-ordination with Client as well as candidate.

· Lining up candidate for interview.

· Head hunting for middle to higher level positions.

· Record keeping of all candidates.

· Follow-up the selected candidates.

· Maintaining the database for the recruitment process.

· Posting various jobs according to clients requirement

SCS Pvt. Ltd. (Feb. 2006 till Dec. 2006)

Designation:- Sr. HR Consultant/Business Development Officer

Job Profile:

· Handling the BPO clients (HCL, Genpact, GVI, Tele Performance, Parsec Loans, V-Angelz, Delhi Call Center, Keane Worldzen, Hero Ites, Jindals Intellicom)

· Arranging the Walk-Ins according to the company’s requirement.

1Touch Infotech Pvt. Ltd. (June 05 till Jan. 06)
Designation:- HR Executive

Job Profile:

· Employee Relations, Support Functions & Recruitment
· Handling HR related employee queries in assigned processes.
· Issuing of joining letters (appointment letters) to employees.
· Monthly headcount exercise of employees.
· Handling any employee issues arising on the floor.
· Issuing of confirmation letters to employees.
· Ensuring Employee Database is up-to-date.
· Employee Performance Management/ Appraisal Activities-to ensure that goals are consistently being met in an effective and efficient manner.
· Handling Termination of employees.
· Recruitments & Selections.
· Conducting Interviews- Telephonic and Personal (face to face) and final Closing.
· Salary Negotiations. 
· Conducting Induction Training Programs.
· Referral Checks. 
· Regular check ups with the Placement Consultants and Training Dept./ Institutes.
· Job Postings on Portals.
· Issuing appointment, promotion, termination letters etc.
SPECIAL INTEREST

· Interact with people
· Reading 
· Dance
· Anchoring

PERSONAL DETAILS


Name
:  Meghna 


Date of Birth
:  27th March, 1983


Languages Known
:  Hindi & English

DATE    : ___________


(MEGHNA)

PLACE  : ___________
