PUJA JAIN

Mobile: 8420043804 E-mail: puja.lakkar@gmail.com
 

SNAPSHOT

· Excellent interpersonal, strong oral and written communication skills.
· Self-belief and positive attitude with smart work capabilities.
· Eight years of experience in hr, recruitment & administration, and eight years of experience in guidance for Overseas Education.
· A passionate baker and an artist in the making.
· [bookmark: _GoBack]A B.Com Honours graduate from Calcutta University and PG Diploma Holder in Business Administration (HR) from Symbiosis, Pune.

 

PROFESSIONAL EXPERIENCE

      Purpple Enterprises
      June 2017 to May 2022

· Managing all HR, recruitment and administration related affairs of the organization.
· Content Writer, Proof reader, Trainer 

      Ojus Ayurved, Jalgaon, Administration Manager
      October 2014 to May 2017

· Looked after the entire administration.
· Managed medicines stock in and out.
· HR and employee benefits.
· Day to day activities including stationary, absenteeism, attendance, feedback from existing patients etc.
· Conducted seminars on various Panchakarma treatments of the clinic.

      R N Consultancy, Kolkata, Assistant Manager
      August 2011 to August 2014

· Assisted in business growth and development along with guiding students for Overseas Education including countries like UK, USA, Australia, New Zealand, Singapore, and Europe.
· Promotion of brand name RN Consultancy by giving presentations and conducting seminars in different schools and colleges
· Roles included generating leads through participation in various events in different schools and colleges, education fairs, seminars etc., converting students from the data gathered, counselling and guiding them
· Took care of international relations with the universities abroad.
· Also looked after recruiting candidates including short listing, screening, interviewing, deciding on pay-scale, implementing HR policies, training them as per the job requirement. 
· In short, responsible for the overall administration of the organization.

      The Chopras, Kolkata, Senior Consultant 
      October 2007 to July 2011

· Counselled students for the universities in UK, Singapore, Australia, New Zealand, USA, Canada and Switzerland.
· Roles included short listing the universities, editing essays and recommendation letters and arranging other related documentation.
· Assisting in applications, scholarships, accommodation to the universities and guiding for Visas.
· Participated in various education fairs held all over India.
· Conducted Seminars and Gave Presentations on Overseas Education in different Schools and Colleges all over India.
· Visited different universities in the UK.


      The Chopras, Kolkata, Tele-Counsellor
      August 2006 to September 2007

· Tele-calling from the data given obtained from educational fairs and other sources.
· Assisted delegates from different universities for Interviews at the office. 
· Made presentations on different universities in order to gain knowledge and learn more.

      HCL Technologies BPO Services Ltd., Noida, Customer Service Executive  
      February 2005 to February 2006

· Worked with UK based Process called Nestle.
· Completed successful training on Oracle and SAP.
· Maintained bank account of the customers including debit, credit and outstanding payments.
· Maintained invoices being dispatched by the client from UK.
 
       
EDUCATION

· Postgraduate Diploma in Business Administration (Human Resource Management) from Symbiosis Centre for Distance Learning, Pune. (2011)
· B.Com Honours, Calcutta University (2003)
 

OTHER DETAILS

· Certification from British Council in IELTS Training. 
· Achieved Merit Certificate with Distinction in Painting Competition (2001)
· A passion for painting and baking.
· Date of Birth: December 24, 1981
· Marital Status: Married
· Languages Known: English and Hindi- Fluent. Bengali and French- Beginner.

