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                    Resume

Career Objective
To professionally associate myself with an esteemed organization where there is an opportunity to contribute and update my knowledge.

Academic Record
· Completed PG from IGNOU
· Completed graduation from Luck now University.
· Completed Intermediate from U.P. Board
· Completed High School from U.P. Board.


Technical Skills

CCC from NIELIT
MS Office (Word, Excel, Power Point) Internet operation.


Areas of Interest

All aspects of administration and Management, operations,
Recruitment.


Work Experience



GANGA KAVERI SEEDS PVT. LTD.
Job Duration: January 2013 to July 2017
Designation: Team Leader

Roles and responsibilities:
· Maintain database, Handling Farmers queries
· Making the sale & closing the deal.
· Stock maintenance, handle the team work, Coordination with sales team prepare various types of reports and data.
· Preparing reports, Taking care of the Documentation, operational activities.
· Keeping the records for leaves & attendance on a monthly basis and process accordingly.
· Resolving the issues of the distributors.


Indian School of Business Administration
Duration: September 2017 to March 2020
Designation: Education Counselor 

Roles and responsibilities:
· Counsel students regarding educational issues such as course and program selection.
· Counsel and advice students.
· Develop, coordinate, facilitate, and/or present academic planning.
· Prepare, organize, and maintain appropriate resources, reports and statistical summaries.
· Supervise staff and students as assigned
· Assist with administrative responsibilities as assigned.
· Perform related duties as assigned

 Worked an HR Coordinator Buzedu Consultant 
Duration: December 2020 to November 2021

Roles and responsibilities:
· Recruiting and on boarding
· Administrative task
· Create and submit reports to management
· Coordinate and delegate the task to the appropriate person of the team
· Managing company staff, including coordinating and supporting the recruitment process.
· On boarding newcomers to the company.
· Determining suitable salaries and remuneration.


Currently working Elamiun Recourses Pvt. Ltd as an HR Recruiter.

November 2021 to till
Roles and responsibilities:
End to end recruitment, Hiring, Job posting different portal, Screening, Line up candidate for interview, MIS, Reporting, Administrative submit task etc.

Strengths:

Patient
Determined
Honest
Collaborative
Committed/Dedicated
Respectful






Declaration

I solemnly declare that the above information is true and correct to the best of my knowledge. I understand that if any information given above is found false/incorrect, my candidature is liable to be rejected.




Date:                                                                                                                      Priyanka Singh     
                                                                                                              Place: LUCKNOW

