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JYOTI PAL 
Current Address- 
Row House No.13 Classic County 
Row houses CHSL Opposite Old Petrol Pump,
Meditech Hospital Lane, Mira Road (E) 401107
Permanent – Paragraph, Uttar Pradesh
Contact: - +918779681871 
Email: jyotipal171@gmail.com
 
 
 Carrier Objective Willing to work in a competent and innovative environment to gain valuable exposure and experience. To enhance skill and strength in conjunction to achieve goals and objectives. 
Academic Qualification 	Name of the course
	Name of the Institute
	Percentage
	Year

	B. Com
	Vinoba Bhave university, Jharkhand
	52.4%
	2016

	HSC
	Annada college
	45.8%
	2009

	SSC
	Dr. R. M. L. S. High school
	47.2%
	2007

	

	
	


Technical Skills 
· Tally ERP 9 
· [bookmark: _heading=h.gjdgxs]Diploma in Basic of computer. 
· Operate efficiently Window XP, 7 & 10. 
· Efficient working in excel for various reports and MIS. 

	Competency


· Team player
· Good Learner
· Quick adaptation of new environment 
· Quick decision maker and clear in thoughts
	 Abilities


· Ability to create and  maintain effective business relationship with customers.
· Ability to work flexible hours.
· Hardworking, perseverance in work related problems, punctual , enthusiastic.

	Strengths


· Self – confident
· Hard working
· Good in verbal communication skills.
· Positive attitude with goal-oriented approach
      
Work Experience      Company Name:- ICICI Bank (9-jan-2017 To 15-jun-2017)
     Designation:- Sales Executive 
Responsibilities:-
· Maintaining bank reconciliation on a frequent basis.  
· Follow up for payments on a frequent basis. 
· Accounting in tally transactions (Bank, sales, purchase.) 
· Prepare a detailed report on any variances and solve it. 
· Preparing MIS on cash liquidity, cash flow and summary on various balances.  
 
    Company Name:- Dreams Bell HR Solutions (28-july-2021 To till present)
Designation:- Talent Acquisition
Responsibilities:-
· Screening of the candidates from the job portal like Shine.com, Naukri, and LinkedIn and from                      existing databases.
· Handling the entire recruitment cycle.
· Screening internal and external data and if required also headhunt to target individuals to fill the      budgeted vacancies and stimulate them to apply for the jobs.
· Taking interviews of the candidates over phone to judge communications and background.
· Scheduling them for the face to face round.
· Once the candidates get shortlisted, we inform the candidates to mail their documents on our mail id                  for verification.
· Salary discussion, and after that we are releasing the Offer Letter of the candidates.
· Ensuring that Candidates joined the Organisation.
· Regular follow up with the selected candidates to confirm their joining dates, ensuring that maximum of them is placed successfully with the respective organisation.
· Maintaining timely documentation of all conversations with candidates within our internal database.
· Posting job descriptions on job boards, and tracking posting status and results.
· Doing bulk hiring.
· Work for PAN India.
· Joining formalities.


	Personal Details 
	

		 	 	 
	

	 Father’s name 	 	 
	: 	Shri. Ram Khelawan Pal  

	 Date of birth 	 	 
	: 	22/12/1992 

	 Gender                        	 
	: 	Female 

	 Marital Status 	             
	:         Unmarried 

	 City                                 
	:         Mumbai  

	 Nationality 	 	 
 
	:         Indian 

	Declaration  
	


 
I hereby declare that the information furnished above is true to the best of my knowledge. All that mentioned above reflects only a part of me. There is certain individuality, certain core values that are also part of me but are difficult to pen down on paper. 
 
Date: ………….                                                                                                           Signature. 
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