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ANIMESH 
Email: animesh.384916@2freemail.com     
Visa Status : Visit visa (Valid till Jan 2018)
Seeking assignments in the areas of Human Resource Management 
Career Objective:
Achieve success through sincere efforts and rise up to the expectation of superiors and self.
Academic Details:
	QUALIFIATION
	UNIVERSITY /BOARD
	PERCENTAGE
	YEAR OF PASSING

	M.B.A (HR/MARKETING)
	BIT MESRA INDIA
	76.6%
	2015

	B.B.A (HR/MARKETING)
	BIT MESRA INDIA
	68.10%
	2013

	INTERMIDIATE
	CBSE
	55.00%
	2010

	HIGH SCHOOL
	CBSE
	68.60%
	2008


Detailed Experience Summary:

1.   Worked as  SALES EXECUTIVE in  Demat account
 opening and online trading, for 6 months (26th June 2015 to 4th Jan 2016)
Roles & Responsibilities:
· Preparing data base for online trading 
· Generating Leads with cold calling

· Preparing data base before and after cold calling 
· Updating of lead management system (LMS)
· Online and tele sales of Demat & Trading Account 
· Closing down leads generated in cold calling

· Client meeting for software  Demo & presentation (share tiger) 

2. Worked with TRINITY CORPORATE SOLUTION (P) LTD  as  HR EXECUTIVE 

(3rd oct.2016 to 8th April 2017)
Roles & Responsibilities:
· HRIS Maintenance
· Recruitment & selection.
· Understanding the requirement and specification given by the clients

· Handle End to End Recruitment life cycle

· Knowledge of Job Portal and I have worked on Monster.com and free jobs post.
· Job posting in various job sites & sending Mass-Emails, Screening Resumes, Coordinating with the candidates, Interview scheduling, follow up, Salary negotiation & joining Formalities.

· Taking telephonic interview of the candidates and selecting them for next rounds.

· Follow up with daily Interview Candidate and also maintain on Excel Sheet

· Follow up with the candidate until selection and joining..
· Maintain the excel sheet.(candidate details, attendance, payroll)
3. Working as  IR & ADMIN Assistant  

(22rd May.2017  till 18th July 2018 ) On Delhi Metro Rail Corporation (DMRC) CE-07 Project 
Roles & Responsibilities:
· HRIS Maintenance
· All kind of letter drafting (warning letter, Notice etc)
· Labour  welfare / Grievances handling 
· Collective bargaining 
· Screening of workmen.
· Maintaining  wages sheet of workers. 

· Maintain the excel sheet ( Attendance, payroll, wages sheet )
· Organizing  & coordinating office operations
· Strong organizational, analytical and problem solving
· Inspecting sites (regarding welfare parts & safety measures taken by workers )
· Liaising with external agencies & organizations
· Prepare periodic reports on department updates 
· Visits to members’ workplace 
· Maintain  good relations with working people and management to promote and maintain a harmonious industrial relations climate 

· Liaise with external parties on payment

Academic Projects / Training Undertaken: 
Internship/Projects undertaken during BBA programme:
Project Title: 
Worker's Participation in Management 
Company: 
Steel Authority of India Ltd
Duration: 
6 Weeks (May 2012 – June 2012)
Location: 
Bokaro Steel Plant, Bokaro
Internship/Projects undertaken during MBA programme:

Project Title: 
Analysis of Labor Satisfaction at Pratibha Industries Limited 
Compny:
Pratibha Industries Ltd. New Delhi
Duration: 
8 Weeks (May 2014 – July 2014)
Location: 
Project Site of Delhi Metro Rail Corporation (DMRC), INA, New Delhi 
Key Skills:  
Team working, Loyalty, Positivity, Creativity, Flexible
it skills       
· Operating System 
:- DOS , Windows

· MS Office

:- Word, Excel & Power Point

· Internet & HTML
:- Fundamental, Browsing, Creating web basic  page & E-mail 



    Account, Sending/Receiving E-mail etc.
Extra - Curricular Activities
· Player of Palamau District Badminton Association year 2008-09.
· Participated In Inter School CBSE Cluster-II Kho-Kho Tournament held At Bokaro Ispath Senior Secondary School Sector VIII\B from 9-11 October 2007.
· Attended a Seminar on “Importance of Foreign Language in Management Education” jointly organized by French Embassy and Department of Management BIT, Mesra Ranchi.  

· Undertaken responsibility of Co-Treasurer for “Swastika-2015” an all India inter-college festival conducted every year by BIT.

Hobbies: 
· Riding Bikes & Cars
· Playing badminton 

Personal Details
Date of Birth:

26th Aug 1992
Marital Status: 
Unmarried

Linguistics Abilities: 
English, Hindi
I hereby declare that all the details furnished above are true to the best of my knowledge.
Date: 










Animesh 
Place: UAE









