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	Priya sonkar	Address:-H.N. 496/123 Fazal ganj 208012	Cell No:-7510092076	Gmail:-priyasonkar428@gmail.com	


	
	Objective

A highly organized and hard-working individual looking for a responsible position to gain practical experience.

Education
· 10th up board 2007 from Sardar Patel School
· 12th up board 2009 from Sardar Patel School
· B.SC. Mathematics from Jhansi University in 2012
· Post graduate diploma in computer application 2016 from Meerut university
· Pursuing Master of Social Work from IGNOU

Experience

· Home tuition 2016 to 2018
· HR trainee (29 February 2019 – 5 Dec 2019)
· Ratan housing development BPO Unit  Pvt ltd (fazalganj industrail area kanpur)
· Assistant HR executive  (6 Dec 2019 –till date)
KRA
· Handling complete recruitment life-cycle for sourcing the best talent from diverse sources after identification of manpower requirements for new / existing departments. 
· Interview job applicants, review applications/ resumes, evaluate applicant’s skill and make recommendations regarding applicant’s qualifications. 
· Develop and maintain recruitment sources. 
· Prepare and maintain job documentation, and job evaluation system in coordination with the respective department and the authority.
· Recommend, develop and maintain human resource data base, computer system and manual filling systems. 
· Handle Bank Accounts opening, ID Card generation, joining formalities
· Keep tracking and updating internal HRMS (Human Resource Management System) to increase transparency between employees and management.
· Coordination for interviews with HR and Ops Manager /AM / TL.
· Maintain all the record of all the Correspondence (letters and couriers). 
· Ensure that all the company belongings of separated employees are recovered from them.
· Handling queries and escalating it to concerned departments if required.
· Maintain First aid box, stationary and inventory on regular basis and if any sort of requirement is there coordinate with Admin Head.
· Maintain attendance portal


Skills
· Creative
· Quick Learner
· Decision making
· Self motivational

Personal information

Father’s name :- Mr. Ram prakash
Mother’s name :- Mrs. Uma devi
DOB:- 05/05/1993
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