Razia
B-79, Old Jasola Village, New Delhi-110025
raziasaifi1611@gmail.com
Mobile: 9540818153, 8700213071
____________________________________________________________________________________________________
Objective:
Join an established and growing company at a challenging and rewarding position, which will allow me to utilize my multilingual skills. Seeking position with career growth potential & to work in an institution that offers me dynamic work environment, provides me the scope for continuous learning.

Employment History:
Currently working with TBM technologies as an HR Executive from Aug-2019.
Job Highlights:
· Sourcing potential candidates from various online channels (e.g. naukri.com, indeed, post job free, hirist.com, updazz.com, fresherworld, internshala, makeintern or LinkedIn etc.
· Attendance management, Leave management etc.
· Handling corporate bank account opening and documentation and implementation of the same.
· Sending Welcome mail, Welcome Aboard to new joiners.
· Prepare on boarding kits.
· Documentation – scrutiny of all the documents of new joiners (Educational, Experience, ID proofs)
· Introduce team members, conducting Induction.
· Ensuring all joining formalities till the candidate is on board.
· Generate Employee offer letters, Appointment letter, Confirmation Letter, Appraisal Letter.
· Involve in search and selection across all positions also coordinating with the manpower agencies.
· Organising Birthday celebration for employees.
Jan' 2016 to March 2018
Executive Donor relations
Sightsavers
· Providing the donors 80 G certificate of their donations.
· Handling different types of queries of  the donors.
· Maintaining a professional working relationship with internal and external customers, customer service management and colleagues.
· Handling organizing the various service promotional activities like free eye checkup camps, vision center and donor meets.
· Replying all the e-mails and chats with the donors regarding their cancellation of support.
Oct’2013 to Dec’ 2015
Office Administrative
Hyundai Motors India Pvt. Ltd.
· Handling office tasks, such as filing, generating reports and presentations, setting up for meetings, and reordering supplies.
· Providing real-time scheduling support by booking appointments and preventing conflicts.

· Making travel arrangements, such as booking flights, cars, and making hotel and restaurant reservations.

· Screening phone calls and routing callers to the appropriate party.

· Using computers to generate reports, transcribe minutes from meetings, create presentations, and conduct research.

· Maintain polite and professional communication via phone, e-mail, and mail.

· Anticipate the needs of others in order to ensure their seamless and positive experience.

Jan 2013 to Sep 2013
7 months of experience in Rohan motors as a receptionist.
Jan 2012 to June 2012
6 months of experience in Net Ambit BPO as TSO.
Educational Qualification
· Completed Post Graduation (MBA) with H.R Specialization From Sikkim Manipal University.(2016)
· Completed Graduation (BA) from Delhi University (2013).
· 10+2 Examination from C.B.S.E. Board (2005).
· 10th Examinations from C.B.S.E. Board(2003).
Software Skills
· Operating System: Dos 6.22, Window NT, Win 95/98/XP/2007 & Vista.
· MS Office (Excel (VLookup, pivot table, graphs etc.), Word, PowerPoint, Outlook)
Extra-Curricular Activities
· Participated in Group Discussion in Organizations.

· Participated in many Competitions at school level. 

· Acting as a team leader for Handling Group Activities.
Strengths
· Dynamic and flexible to work in the conditions.

· Coordination is well in team as well as individual.

· Willing to work longer hours if needed.

· Computer literate.

· Good Listener and as well as good Observer.

Personal Detail
    Husband  Name                   
    : Mr. Shaukeen
    Date Of Birth           
              : 16-Mar-1986
    Nationality                       
   : Indian
    Gender
                                 :  Female
    Language Known               
  : Hindi, English
    Hobbies
                                 : Listening music, Dancing, Shopping and Cooking
    Marital status                            : Married
Date:
Place:                                                                                                           Signature: Razia
