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HINA 
hina.361750@2freemail.com 
OBJECTIVE
Self motivated and hard-working individual seeking a career with a progressive and dynamic organization that can utilize my relevant experience and skills, while offering me learning, growth and intellectual satisfaction and sprawling carrier in this ambitious world.  
TOTAL 9 YEAR OF EXPERIENCE IN ADMINISTRATION
                                                        ORGANISATION  
                                                                 MOONINFOSYSTEM
Designation: Business Analyst (June 13 – Till Now)
Industry: Moon Infosystem

Location:Lucknow

Job Responsibilities:

· Assisting with Business Case
· Planning and Monitoring
· Eliciting Requirements
· Requirements Organization 
· Translating  and Simplifying the requirements
· Requirements management and communication
· Requirements analysis
· Translating  and Simplifying the requirements
· Review of test cases, Process change requests, and manage a project scope
· Acceptance, Installation and Deployment
.
                                               MAGMA FINCORP SOLUTION LTD.
Designation: Executive & HR Co-ordinator (Nov, 05- Nov 08)

Industry: Magma Finance
Location: Lucknow

Job Responsibilities:

· Responsible for Arranging Interviews, checking references, preparing the complete Docket for offer and Appointment letters.

· Prepare Attendance for UP & Uttaranchal, and forward to H.O. 

· Prepare Attendance for out-sourced employees.

· Handling the complete recruitment process – Coordinating with the placement consultants, short listing the candidates from job portals, Arranging  their interviews and closing the vacancies

· Handling the performance appraisal of employees

 CREDIT & RECOVERY SERVICES

· Completion of agreement files.

· Generate Party Ledger and Repayment schedule. 
  ADMINISTRATION
Ensuring that all responsibilities are done as per norms and all relevant records are maintained

Ensure that all reports are generated and sent on time.
                                                              BEEAAR HONDA
Designation: Customer Care Executive (6th April –04 to 02 Nov -05)
Industry: AUTO MOBILE
Location: Lucknow 
Job Responsibilities:

· Floor Manager.

· Handling of Customer queries and their grievances.

· Assist Accounts section and handled D.M.S.  

· To maintain stock.

                                                           BABY MARTIN SENIOR SECONDARY SCHOOL
Designation: Branch Incharge (jan 2003-Mar2004)

Industry: School 
Location: Lucknow
Job Responsibilities:

· A - Coordinator between Management and college.

· Collection of fees.

· Maintain MFR Register.
                                                                 Academic Credentials

· B.com. 1st Class from Shia P.G College
 
· Inter 1st Class from Unity College.

· High school 1st Class from City Montessori School

                                                          Computer Skills

         Known Office Package: Microsoft Word, Microsoft Excel, Microsoft Access,                                                                                                                       
  Strengths.
·   Market presence and increase revenues and profitability.

·  A proactive planner with knowledge in market plan execution, key account management and competitor market Analysis.

·  Efficient in cultivating and maintaining mutually beneficial relations with clients to ensure repeat and referral business.

·  An effective communicator with excellent interpersonal and relationship building skills.
· Highly analytical and adaptive having a keen sense of learning and explaining the matter.                                                          

   Personal Details

               Date of Birth       ` 
:     01 sept-1984
               Nationality              
:     Indian

               Languages Known             :    English, Hindi & Urdu

           Marital Status                    :    Married
I hereby declare that the above mentioned Information is true to best of my knowledge.
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