
 






Address
                                                                 Mobile: 
                                                                 E-mail:-
Name
	Objective:-
· To work in a challenging and stimulating environment and grow with the organization.


	Educational Qualification:-
· B.Sc. from H.P. University with 64.47 %.

· M.Sc. (Mathematics) from H.N.B. Garhwal University with 67.20 %

· M.B.A. from H.P. University with 70%
                            

	Technical Qualification:-
· MS-Office (MS –Word, Excel & Power-Point) & Surfing on Internet.

· Tally course.

WORK EXPERIENCE

Duration: 2 years (17th July, 2008 – till Date) 



Name of Organization: ABC

Designation:                HR Executive

Job Responsibilities:

1. Handling Interviews and Recruitments in bulk independently. 

2. Reviewing applications, assessing candidates' skills through interviews, skill tests and background checks.

3. Employee Assimilation

4. Handling Online test and Closure of a candidate

5. Coordination on the floor

6. Maintaining appropriate databases.

7. Managing Joining formality.

8. Coordinating and contacting to candidate for the job

9. Searching the matching profiles from the web portals, by head hunting or from internal database

10. Taking care of employee welfare

11. To seek full utilization of resources take place.

12. Advertising posts appropriately - drafting and placing advertisements in the web portals.

SUMMER TRAINING 
Duration:  6 weeks ( dates) 
        

Name of Organization: ABC


Project Done:  ISO 9000:2000 Manual for Human Resource
Details: -This manual contains and helps to make a review about the whole organization and its working and work undertaken. By making ISO 9001 Departmental Manual I came to know about the whole department, its working and how each process is executed with the help of flow charts.

OTHER CREDENTIALS

· Participated in street play and other Cultural Activities and also work in organizing them in school as well as colleges.

· Member of Placement Team of my college.

I hereby (your name) declare that all the above written particulars are true to the best of my knowledge and belief.

Date:                







 Signature

Place:                              



