FroTeas)

CREL SUmimarry

Dynamic and msults-drven professonal with oear 10 years of expaience in adm inistetiva
coordination, HR, and recguitmant. Proven axpartisa in managing office oparations,  staff
recruitment, and HR functione. Skilked in hum on meowoe mansgemant, and IT support and beoic
digital marketing Adept s mubitasking, problam-solving. snd mantaning compliance with
o an izat ion &l gten dand 5.

Work Expariancs

Acm inistratve Coordinator (R em ote)

Emmanuel B ucation lobesGmoup, lakerd hag Punj b, ndia July 202 1- Fressm

Collaborate with internal andaxtem el chents to overses daily opanstions and ansura tack
complation.

Enzum compbanos with organizeticnal policke s and pmpare deteled mports

Provide administratise support. mcluding filing, copying, indsing, andamail
corm sponden on.

Coordingts with vendomn lor progct Balling and ofler ganaral sdm misirative aaslstan o

Manage office mestings, follow upwith key staff, and multieskio mest deadlings.

Recrulmment Offices
Ad ecco Secure Solutons Services Private Limited , Deihi, Ind i Sap 2019 = Mar 20220

Racrumad prolessonal stalf for banks &y dmultin & ion &8 corporation 8 (MNCa ) across
vinrkows Levels.

Chrganized mesting & prepaadm inwias, &ndm anage d mailouts, mpons, andemaile.

Mantaned manusl and computer-based off ioa information system s |Access, Excel, and
databane softwan )

Regulaily com municatsdwith branch mansgarn 1o provess up daes and seek guidanca,

HR Exscutive
Emmanuel B ucation bbbz Group, lalsmd bag Punp b, Indis Apr 2098 - Aug 2015

Facruts d g raduats s from univarsitss and & ducational instiltions

Adverisad pb opaninge. scresnad reumes, andsholizied candidate s



= |nstalled and maintained compiter hardéwan, sof taars, and network eystems.
& Agsigted in staff recruimant, treining. and onboarding proce sses
Aol s tra iy e Ot oer
Mohammad Abm nContmcior Garhshankar, Hosharpur, Funjpb, India Jurie 2013 = June 2015

=  Crwamas daity adm inistrativa tas ks and collaboraae dwith corporaie HR for businass and
fimance-reloted actvitios.

= Agsigted in morutmant, onboarding, and treining of new am ployeas

Swreln-Charge

Costoutter Brmingham, Waest Midlands, United Kingdom Mar 2010 = Mow 2011
® MMangedEPOS soltwae and canh counian ops et ion s
& |nestallsdand maintasined computer b ordeans, softwars, and natwork systeme.

& Handladcash, mansged stock. and maint ainad excallant customarralations

Education

+ Bachelor oiSciencein Inform ation Technology Sap X007
LK. Cujral Funjab Technical Unneersity, Eapurthale-lalandhar Rosd, Funjab, India

Frofessional Training and Certificafons

= TheFundam en tals of Digitel Marketing Certifcate Ot 2053
Google Digitsl Garags (Gaogle EMEA and LAB Europa)

# Humas Rescwrces M anageman i Professional Diploma hin 2021
Europs Open University, Barlin, Germ any

Techn lcal Skills
= Software: Microsoft Cifice Suite (Word, Excel), EPOS 5 oftwere
® |7 Skills: Hardware and 5 oftarara nstelletion. Natwork Trouble shooting

=  Digital Marketing: (Basic)Socdsl Madia Makating. Google Analytice

Langusgs Skills



