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	Professional  Brief


To Begin as an executive position in the organisation and gain expertise in the areas of Staffing, Recruiting, Sourcing, Team Handling, Reporting, Vendor Management and utilize my skills  to increase productivity of organization.

	Education


	Course Level
	Month/Year
	Institute/ University/ Board
	Marks Obtained (%)

	B.A (P)
	2012-16
	Delhi University-Correspondence
	50.00

	12th
	2012
	CBSE
	59.60

	10th 
	2010
	CBSE
	50.30




	Professional Experience


	Name of the Organization
	Designation
	Period Served

	SAPS ALTIUS OPC PVT. LTD.
	SR. HR MANAGER
	Dec2015 to march2017

	World value yatra
	HR & ADMIN DEPARTMENT
	April.2015 to nov 2015

	Policy teaches. Pvt. Ltd.
	Admin manager
	june.2014to april 2015

	Prudentional partner Pvt. Ltd.
	Sr. sales executive
	may.2013 to dec 2013

	Unicon company
	Tale caller
	feb.2012 to jan 2013


Responsibilities Includes:
·  Sourcing, Staffing, scoping, and on boarding candidates.
· Preparing MIS Report

· Vendor Management

· Background Verification of short listed Employee.
	IT Skills


· Microsoft Office. 
	Certificates


· Awarded with Certificate in base ball from Chandigarh.
· Awarded with Certificate in Science (global worming )
	Personality Traits


· Hardworking, Sincere, Disciplined, Honest & ability to lead.
	Interests


· Singing, Listening to Music & Cooking
  I declare that all the above information and details are true and correct to the best of my knowledge & belief
               Place: New-Delhi








               

               Date: 








                   (Preeti Satwal)[image: image1.png]



2
2

