Ranita Goswami

E-mail: roni.goswami44@gmail.com    

   
Mobile: 9007797294










               Exp. 10 Years 

· Professional Summary :

Dedicated professional with hands-on personnel management experience and business-related academic knowledge that blends seamlessly into a position such as Human Resources Manager. Adept at addressing sensitive issues and maintaining the strictest of confidentiality. Particularly organized and efficient with a flair for prioritizing.

· Key Responsibilities :

1. Overall management of company HR & Admin issues. Perform other office administrative duties as required.
2. Conducted New Hire Orientation, Exit Interviews and Leave of Absences.
3. Worked closely with management to determine staffing requirements, identified and recommended potential candidates for both facilities.
4. Developed an internship program, including creating requisitions and salary guidelines.
5. Conduct Induction and Training & Development Programmes 
6. Fixing the salary structure & Monitoring the payroll management, as well as the statutory compliance.

7. Prepared the ‘Leave Policy’, including company’s “HR Manual”, also associated with the preparation of company’s “Operation Manual”.

8. Mediate and conflict resolution on employee issues using current policies and disciplinary actions.
9. Counseled managers in handling employee relations issues.
10. Addressed personnel issues, implemented policy on discipline, and resolved conflicts.
11. Monitoring the attendance report of all the employees on regular basis.

12. Making the Performance Appraisal of all employees.

13. Maintaining the HRIS.
14.  Arrange the employee welfare as per the requirement.
15.  Held company-wide management training webinars on annual performance review process.
16. Monitoring the Factory Administration. 

· Skills :

· Pre Employment Screening. 
· Recruitment.
· Benefits & Compensation.
· Payroll Management.
· Training & Development.
· Talent Management.
· Work History :
· S. K. Samanta & Company Pvt Ltd – Assistant Manager (HR & Admin) - December 2018 to till date.
· Hotel Avisha – HR Manager – September 2017 to November 2018.
· Uttrayan Financia Services Pvt Ltd (UFSPL) – HR Manager – May 2016 to August 2017.
· Usha Group of Company – HR Manager - June 2012 to April 2016.
· Saradha Realty India Ltd – Sr. HR Executive – April 2010 to May 2012.

	COURSE
	UNVERSITY/BOARD
	YEAR

	MBA
	W.B.U.T.
	2010

	B.Tech
	W.B.U.T.
	2007

	Higher Secondary
	WBHSE
	2003

	Secondary
	WCBSE
	             2001



· Software
            :      C,C++,Java, Oracle
·  
                        :      Completed ERP training in MICROSOFT  
                                                  NAVISION from MICROPORO
      

FOR MBA

Project Title                           :         Mentoring (from LOHIA SECURITIES LTD.)                        
Description                            :          a project based on the history and origin and various     

                                                          Methods include in mentoring widely
Project Title                          :           HRIS (from CESC LTD.)
Description                          :            A project based on Human Resource Information
                                                          System         
FOR B.Tech            
Project Title                        :              HRIS 
Description                         :              A completed solution for HR development section of  

                                                          An organization. 

· Won numerous singing competitions at top levels
· Won gold medal in 1 India talent search program from “Sarba Bharatiya Sangeet O Sanskriti  Parishad”

· Date of Birth

:     20.11.1984
· Gender


:     Female
· Father’s name

:     Prof. Ranajit Goswami
· Husband’s name          :    Mr.Anirban Ganguly

· Mother tongue

:     Bengali

· Nationality

:     Indian

· Marital Status

:     Married
· Languages

:     English, Hindi, Bengali 

· Permanent address
:     P-308,Laketown,Block-A,Flat-1B,”Durga Apartment”
                                           Kolkata-700089,
                                                      West Bengal.

· Can handle the HR Software very smoothly

· Hard Work

· Honesty & Loyalty

· Committed 

· Determined

· Dedicated to the organization

· Target Oriented

· Wish to Learn More

· Flexible-As Per the Job Demand

· Quick Decision Maker

· NEGOTIABLE AND AS PER THE COMPANY NORMS.
                                      

· Listening to music & Singing.

· Reading
· Watching Movie
· Long Drive

 I do herby declare that the particulars of information and facts stated herein above are true, correct and complete to the best of my knowledge and belief.

DATE: 07.01.2021
PLACE: Kolkata                                                                                   Ms.Ranita Goswami 
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