	Jaswinder 

  

	C/o-Mobile:- 971504753686




E-mail:                jaswinder.378855@2freemail.com 


	To obtain a meaningful & challenging position that enables me to learn Human Resource Functions & allows for advancement.


	Education


	Masters in Business Administration

Specialization in Marketing Management & Human Resource Management

Kurukshetra University, Haryana, INDIA


	2005

	Bachelor of Arts with Economics

Kurukshetra University, Haryana, INDIA
	2003

	Career Snapshot

	HR Executive (Recruiter, Assistant & Admin)
Presidium Mother’s Pride School (Marvel  Group)
West Punjabi Bagh, Punjabi Bagh

Delhi
India
	Sep  2011 to January 2012



	Database Coordinator

Wood Group Engineering Services (ME) Ltd. 

c/o OilField Supply Centre, Jebel Ali

Dubai
	March 2007 to Dec 2008


	Chief Coordinator
Thapar International School

Adjt. Mahindra Petrol Pump

Yamuna Nagar, Jagadhri

Haryana

India
	June 2012 to Dec 2012
June 2016 to Dec 2016

	Counsellor

Delhi Public School

Bhambholi, (NH-73), P.O. Bhambhol via Mustafabad

Yamuna Nagar-Jagadhri
Haryana

India
	Mar   2012 to May 2012

	Customer Assistant (Trainee)
HDFC Bank Limited

Yamuna Nagar, Haryana

India
	Apr 2004 –July 2004

	Profile

	· Excellent organizational skills and ability to work in a deadline driven environment.
· Able to apply and develop methods to acquire accuracy and efficiently at work.
· Keen and can easily learn new things.
· Open attitude towards technological, professional and social changes.

· Team worker and can also very well handle task independently.
· Capability to follow instructions from superiors clearly.
· Reliable and trustworthy with an uncompromising commitment to providing optimal customer service.
· Professionalism in dealing with co-workers.


	Proven Job Role

	Proven Job 
HR Executive (September  2011 to January 2012)

Presidium Mother’s Pride School

Delhi

HR Recruiter

Pre Recruitment
· Posting online Job Ads on Portal’s for eg. (Naukri, Times Job); with defined designation, salary & other requirements & eligibility.

· Searching Cv’s of candidates from Portal Id’s, Careers Online Application, Job Admin Online Application as per requirement.

· To receive online applications from candidates & go through with them.
· Making calls to candidates & conduct telephonic interview.

· Make an agenda for interview where both parties (Interviewer (HOD’s) & Interviewee) are available.

· Send teachers for demo in respective branches & call incharges at HO for rounds of interview.

· To give them Job Application Form & coordinates with them for filling up it.

· Involvement in the process screening & shortlisting candidates for further rounds of interview.
· Arranges final interviews for management levels (HOD’s & Chairperson) as per their availability.

· Maintaining tracker for lined up candidates & send details to branch coordinators for their use.

· To get feedback of teachers for their demo from BC’s & Academic Head’s.

· Cold calling & Head Hunting.
Post Recruitment
· Inform job applicants about their job status as for acceptance or rejection or On Hold for employment.

· Ask for experience & educational certificates copy for verification for approval from concerned person.

· To negotiate salary, designation, date of joining & close them for final joining.

· Prepare & send E-Offer letter to the candidate on their email Id’s.

· To explain organization employment policies to new employee over the phone.
· Call inductees for Induction Programme & send list of documents for joining formalities.

· Arrangements for Induction venue & participation in induction process.

· Distribution of KRA’s & HR handbook/Induction kits to newly joined.

HR Generalist
· Maintain Requirement sheet on daily bases after getting information on SAAG from all branches.

· Communicate with Branch coordinators on daily base work.

· To maintain files for Short listed, Pipeline & closed candidates.

· Keeping the filing records of Employee Information Form, ESI, PF, TD’s & other forms.

· Issue an Offer/Appointment letter to candidates at the end of Induction programme day.

· Creating Email Id’s & sends welcome mails to candidates on their joining.

· Conducts orientation program to new employees.

· To prepare observation report of newly joined Incharges on the bases of 1 week, 1 month & 3 month.

· Preparing an Audit report on monthly bases by obtaining feedback from existing employees. 

· To provide feedback to the management to enhance a better and cordial working environment.

· Conducts Exit interviews from Ex-Employees & prepare summary report on that 

· Involvement & participation with seniors in yearly manpower planning and expansion.

· To send salary format to all branches to get add-on new staff salary details.

· Compilations of salaries from different branches & send it to accounts department.

· Updating staff Reference list/database & call them for interview as per their desired profile.

· Actively participated in Recruitment event & coordinates as & when required.

· Coordinates with Out of Box to publish an Ad in newspaper.

· Prepare summary report on recruitment event (Walkins, Shortlisted, Selected & pipeline)

· Prepare and submit relevant administration reports in timely and accurate manner.
· Assist HR Manager with new innovative ideas & day-to-day work.
Database coordinator (from March-2007 to Dec 2008)
Wood Group Engineering Services (ME) Ltd.

Dubai
· To maintain database & analyze new customer.

· Produce reference list for New Customer.

· Prepare material and upload to the system (eg Spreadsheets, reports, business cards etc).
· Updating day- to-day database.
· To analyze work stages of job (Enquiry, Wip & Closed)
· To take some information from Sales Executives.
· To enter data in CRM database & update it.
· Manage the input of Enquiries, job and contact details.

· Generate reports regarding business from the system

· Assist with the development of the package during implementation phase and then on after.

· Maintain pre-qualification within the database structure with respect to version control.

· Assist sales, marketing and management teams with output of data and information from the system as and when required.

· Co-ordinate appending additional documentation (eg quotes etc) to relevant records.
Additional Responsibilities in Admin Department

· Meeting, Greeting and welcoming visitors.
· Assist visitors fill out visitors pass, issuing Jafza pass of visitors.
· To support administrative staff & line Managers/HR Manager in the process of short listing CV’s.
· Ordering stationery & dispatching and accepting couriers’ services.
· Taking incoming telephone calls, dealing with such calls promptly in a professional manner.
· Transfer the calls to right & concerned person or department.
Chief Coordinator  (from Jun 2016 to December 2016)

Thapar International School
Yamuna Nagar
Administrator

· Planning school events such as educational trips, celebrations,  picnics, book fairs etc.

· Deciding when & where to hold the event & arrange suitable finance as per decided budget.

· To get new ideas from teacher & parents to improve the quality of education.
· Induce innovative & creative ideas for easy & better learning.

· Taking some special classes as & when required, to check knowledge level of students.

· Planning & implementing new programs for staff members & teachers to develop their skills.

· Meeting with parents, listening to their feedback & handle their queries promptly.

· To design & implement some special programme for parent for developing their personality. 
· Meeting with school board members to discuss new policies, procedures & any concern that have been raised by other staff or students.
Academic Coordinator
· To ensure that all school teachers are familiar to school procedure & policies & latest teaching aids.
· To analyse required new staff & prepare job description.

· Posting an advertisement on the portal, newspaper & using different mode of media.

· Receiving application, screening Cv’s & shortlisting candidates on the bases of some required eligibilities.

· Taking rounds of interview starting from introduction till Demo.

· Selecting & rejecting candidates after round of interviews & negotiate salary with shortlisted candidates.

· To take induction programmes for newly joined staff.
· To design & selecting uniform for students.

School Counsellor
· Deciding School fee structure for regular admission, CCC, Play group & toddlers.
· Selecting educational material for different class considering CCE patteren.
· Formal Interaction with parents every month.
· Acceptance & rejection of admissions

· Designing & implementing PYP, Monthly Planner & weekly planner.
· To design & select activity worksheet, activities (that has to be held during session) & activity of the month.

· Performing vital role in PTM.
Counselor (from Mar 21 to May 25)

Delhi Public School

Yamuna Nagar

       Counselor

· Answering phone calls & direct calls.

· Taking messages & relay it to concerned & respective person.

· Provide information to callers about admissions procedure & other queries.

· Greeting persons entering at reception area & request them to follow the Queue.

· Directing visitors to correct destination.

· To meet parents & customers to deal with their queries effectively.

· To show school building to those parents whose children get admission in hostels.
· Filling up Registration form & take pre admission test of aspired students.

· Checking pre admission test & hand over that to principal for interaction with parents along with student/candidate or to get principal approval for admission.

· Give admission form to parents to fill up & ask them for documentation formalities.

· To receive admission form along with required document & check them thoroughly.
· To assist parents accounts office & stationery for admission fee & to get books.  

· Ensures knowledge of staff movements in & out of organization.

· Prepare gate pass for organization members & Out pass for Visitors & parents, students.

· To provide general administrative & clerical support.

· To schedule appointments for visitors as per concerned person availability.

· Taking some special classes for student’s personality development.

· Maintain appointment diary either manually or electronically.

· Tidy & maintain reception area.

· To receive leave & other applications from staff & student side.

· Maintain records in attendance register.

· Prepare questionnaire for evaluation purpose & ask parents to fill it to get their feedback.

· Conducting survey to evaluate Eiit-Zee team performance

· To make report on the basis of that information & show it to principal & Pro Vice Chairperson.
Additional Responsibilities:-
· To listen parents queries about their children behavior at home or school like (Aggression, Dyslexia, Hyper Active, Depression, Stress)

· Counsel parents for their child behavior development.

· Advise & guide them for possible solutions.

· Suggest parents some activities whereby they can impart their proper attention in the development of their child.

· To interact & counsel teachers for some special children.

· Taking adjustment classes as & when it was required.



	(Dissertation Report) (Jan-05 till Apr-05)
Ballarpur Industries Limited (BILT) 
INDIA


	Dissertation Report Title

Role of Performance Appraisal in Organisation Effectiveness.

(Proven work  in Dissertation  Report)

· Literature review of Performance Appraisal.

· To get acclimatize with performance management.

· To know what techniques they are using to measure the performance of an employee.

· Prepared a questionnaire for the evaluation of performance system.

· Conducting various kind of interviews from white collar employees at managerial level.

· Have done survey about performance management system.

· To get their feedback & collected material.

· To know what is the outcome as result of performance Assessment (for e.g Salary,Promotion,Demotion etc.)

· Analyze Training & Development needs after doing survey.

· To know how performance appraisal system can influence the organization effectiveness.

· To know their Employees satisfaction level towards performance appraisal.
Customer Assistant (Trainee)
(Apr 04 to July04)

 Housing Development Finance Corporation Limited (HDFC)
INDIA
· To assist  Customer about Bank offering  (product and services). 

· Manage all documentation for opening account of new customer. 

· To attend some campaign to invite new customer.

· Maintain the relevant records of  preferred Customer.

· Maintaining genuine relationship with existing customer & giving hospitality to new customer. 

· Organize meeting & appointment with new customer.

· Manage the records of all customer in database.

· To deal with customer queries regarding new services.

· To handle complaints of customer on others behalf.

Project Report Title

Customer Awareness about Bank offering of  HDFC Bank

Proven Work in Project report

· History of Housing Development Finance Corporation Bank.
· To know what product & services they are offering like (Accounts, Loans, Cards, Payment Services etc)
· Description & details of each product & services with their rate of interest.
· To know the additional services &  facilities which they are providing to preferred customer.
· What criteria they are using to identify preferred customer.
· What sort of saving schemes they have which suits to every segment  as per customer needs.
· Cirteria to open an account & other neccesarry document like Pan card, Driving license,Photograph, Bills etc.
· Benefits of fixed deposits & its returns after certain period; Free Deemat account with saving account opening.
· To know how many HDFC Bank Branches they have.
· To analyse Balance sheet of HDFC Bank in Yamuna Nagar.
· To know how many ATM Branches they have across India.
· Prepared a Questionairre for customer awareness about HDFC bank schemes.
· Conducted survey & get their feedback from Customers.
· To know the satisfaction level of the customer towards ROI, other services of HDFC bank.
· Finding & suggestions from customer for better improvement.

	PC Skills


	 Microsoft Office
	(
	Word
	(
	Excel 
	(
	Access

	
	(
	PowerPoint
	(
	Outlook

	Other Software
	(
	Goldmine, Vtiger CRM Package

	Applications
	(
	Internet & E-mail & Tobit Faxware

	

	Personal Details

	Nationality                          Indian

Date Of Birth                      18th May 1980

Sex                                     Female

Marital Status                     Married
Spouse                               Harvinder  Singh

Languages Known             English, Hindi, Punjabi
Visa Status                         Visit visa

Reference                          Available upon request 

Interests                            Internet Surfing, Learning new Business Software in internet,Singing,

	Declaration
	

	


I here by declare that above mentioned details are true and correct in the best of my knowledge and belief.
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