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Neha Kumari
Email:
 rajanisngh1@gmail.com

Mobile: +91 -7219274299/7903728350


Currently doing Advance Corporate Practical Training on HR Practices from 
“HR REMEDY INDIA” Pune from11th Jan 2021 till date
	HR Functional Area
	Practical Work Done

	Recruitment and Selection
	· Sourcing CVs / candidates from different job portals eg. Naukri, Monster, Timesjob.com
· Doing mass mailing / bulk mailing from job portals
· Doing job posting from Job portals / social networking sites
· Conducting Telephonic / Personnel Interview
· Shortlisting of CVs from portals and references

	HR Admin
	· Pre-joining documentation / post joining documentation

· Maintaining employee records

· Attendance &leave management

· Drafting letters

· Preparing MIS reports

· Office admin activities

	Payroll Management
	· Salary Calculation
· Shorting salary issues, if any
· Statutory deductions like PF, gratuity

· Generating pay slips

· Challan filing
· Deduction explanations, if any



Educational Credentials 
	Education
	University
	Institute
	Year
	%

	BSCHMCTT
	Punjab Technical University
	IHRM Kolkata
	2008
	69


Work Experience

Company 3    :  Gera Developments Pvt Ltd
Duration        :   July 2016 to Feb 2018
Designation   :  GRE Sales
Company 2: Media Rotana Dubai   
Duration: July 2013 to Feb 2016

Designation: Guest Service Team Leader

Company 1: Hyatt Regency Kolkata   

Duration: Oct 2011 to Feb 2013

Designation: Guest Service Associate
Academic Projects
Company         : Shine Projects

Duration          : 16th March to Present

Project Title     : HR Intern
Company         : Hyatt Regency Kolkata
Duration          :  May 2009 to Oct 2009
Project Title    : Internship


Extra-Curricular Activities:
· Events & Banqueting Management from Media Rotana Dubai
· Front Desk Upselling Certificate from TSA Singapore
· Destination Leadership (Line manager Management) Media Rotana Dubai
· First Stage Fire fighter certificate from SAFAR fire safety consultancy services Dubai

Personal Details:
Date of Birth                          :
15th Jan 1990
Gender                                    :      Female
Marital Status                        :
Married
Languages known                  :     English, Hindi, Bengali, Marathi
Expected CTC / Per Month   :     As per company norms
Can Join Within                      :    2 weeks
Open for Relocation              :  Yes  
Skills:
Payroll management, Leave Management, Statutory Compliance, Talent assessment, web based sourcing, mass mailing, Attendance Management, Job posting, Recruitment, Resume Screening, TDS 

Declaration: I hereby declare that the above information in resume is correct to best of my knowledge.

Date                                                                                                                            Neha Kumari
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