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Objective: To make a sound position in corporate world and work enthusiastically in team to achieve goal of the organization/MNC with devotion and hard work.
___________________Professional Experience____________________

HR executive




 
January 2015 – May 2015
ECG llc. (Consultancy) (Dubai | UAE)
· Involved in end to end recruitment, sourcing, screening, interviewing (Telephonic), formatting, sending to client, arranging interviews and placing candidates for various positions

· Identification of a relevant skills and abilities of candidate. Check whether the candidate is interested and available

· Negotiate C.T.C/pay rates Notice Period

· Working on various portals to source CV

· Maintaining good relation with coworkers, peers Candidates

HR asst.


 




Feb 2013 – August 2014
Satyam Enterprises (Advertising/marketing) (Delhi | India)
· Maintaining administrative staff by recruiting, selecting, orienting, and training employees
· Providing training to new joiners and other educational and training material
· Completing special projects by organizing and coordinating information and requirements, planning, arranging, and meeting schedules and monitoring results
· To support admin staff preparing classes for team building and other internal trainings
· Establishing policies, procedures, and work schedules
Executive







Oct 2012 – January 2013
Primark (Penneys store) (Retail) (Dublin | Ireland)
· Administrative: Coordinating with the receptionist and front desk team for administrative work and answering telephones, maintaining records and receipts and daily records 

· Customer Service : Greeting and assisting walking customers and over the phone

· Inventory and Sales: Help customers find products to suit their needs and increase product sales within the store. Handling inventory management, including ordering, receiving and stocking products, as well as general stock supplies
· Operations: Oversee and manage the day-to-day operations of store and ensure that productivity goals met. Designing seasonal packages and advertises. Scheduling adjustments throughout the day as cancellations occur or appointments take longer than scheduled for wholesale clients
Store manager






Sep 2011 – Oct 2012
Wisteria (Retail) (Dublin | Ireland)
· Calling over phone and maintaining store clientele and generating more sales across U.K. and Europe

· Training and supervising staff members

· Providing assistance to the owner in day to shop activities (Opening, closing, cash flow, stock handling)

· Supervising and monitoring the performance level of the staff members to ensure superior customer service and achievements of service targets

· In the event of a customer complaint or query react in a professional and courteous manner, elevating the issue to senior management where necessary

HR Executive






June 2007 - Aug 2011
Kumardeep (Retail) (Delhi | India)
· Recruitment of personnel for the Group Corporate and retail business units including senior level managers.

· Looking after the whole HR areas of three Divisions (Companies) of the Group, mainly responsible for manpower planning, developing strategies, selection, recruitment and compensation.
· Responsible for the part of decision making of employee grievances with the General Managers and the Group Human Resources Manager.

· Acting as the centre point of contact for HR issues of employees, addressing their grievances and resolving by having discussion with the Group HR Manager of the Company.
· Responsible for manpower planning, selection, recruiting, compensation, appraising, training and career development.
· Monitor employee progress and development, through working closely with business managers.
· Ensure that all personnel action forms that are submitted to accomplish recruiting, promotion, salary changes, terminations, leaves, absence, and all other personal actions are reviewed in a timely manner for compliance with the company policies and procedures.

· Make draft job description formats and follow up with concerned managers for final update.
· Issuing the Performance Review to various departments follow up and carry out the required action.

· Assist managers to boost productivity and build employees’ commitment Within Company’s goals.
· Perform Administrative and Human Resource functions

· Experienced in managing confidential data 

· Supervision of Branch-wise performance and recognition of good performance

Retail Executive 






Oct 2006 – June 2007
Kumardeep (Retail) (Delhi | India)
· To oversee the quality of the store provision and ensure high standards of client service satisfaction maintained.

· To be responsible for the efficient and effective management of the store systems and procedures including the planning, implementation, maintenance and annual review of stock control and reception areas, ensuring consistently high quality standards. 

· To develop and maintain a client appointments system ensuring the system is kept up-to date and those details of customer appointments and record systems are readily available. 

· To manage the commercial store’ finances, including the billing of clients, and maintain records of income and expenditure in line with the Company financial regulations and procedures
_____________________Education Credentials_____________________
· MBA in Human Resource 
(Liverpool Jhon Moore University, Ireland) 
· Diploma in Computer applications  

(Flair computer point) 

· Bachelor’s in Commerce
(Global university, India) 
· Higher Secondary School in commerce (10th & 12th)
___________________Interests and Achievement_________________

· Publishing

· Freelance writer for national newspaper (Times Of India) on multiple issues related to a student life abroad

·  Blog writer at www.thegli.com 

· I have a keen interest in reading blog articles, photography and travel

________________Other Information in Detail____________________

  Date of Birth


:     08 February 1988
  Languages Known

:     English (Fluent) Hindi (Native)
  Marital status

:     Married

  DOB and age

:     8-feb-88, 27

  Gender


:     Female

  Nationality


:     Indian
Availability


:     Immediate

Visa status


:
Visit 
References: Available on request

Declaimer
I do hereby declare that all the above information furnished by me are true and correct to the best of my knowledge.

Date:

Place:






 Signature 
