CURRICULUM VITAE

					
Amit Sharma					
Flat no. 8410 c Block
Navfloors, Jhungian Road
Kharar, Punjab               			        Email: amit.s441981@gmail.com
Pin Code - 140301 	                                     Contact No. : +919872213322		
OBEJECTIVE
To be able to contribute to the success of the organization with parallel personal growth, and improvise my skill sets.

WORK EXPERIENCE
· Sukhdev Enterprises , Hoshiarpur (Joined in Mar2005- Sep2007)  
Working as a Manager Recruitment. Work responsibility includes Screening, Analysing,Fullfilling requirements of the client.

Job Description:
· Attending Calls
· Preparing Meeting Schedules
· Follow ups with foreign clients
· Receiving clients from Airport and arranging their accommodations
· Interview helps for foreign clients as a translator.
· Preparing documentation for foreign clients. 
· Taurus International, Chandigarh(Joined in Jan 2008 to May 2012)joined as a Business Development Manager promoted to Manager Recruitment in a year. Work responsibility includes Screening, Analysing,Fullfilling requirements of the client, Conducting seminars in various colleges.

Job Description:
· Attending Calls
· Preparing Meeting Schedules
· Follow ups with foreign clients
· Receiving clients from Airport and arranging their accommodations
· Interview helps for foreign clients as a translator.
· Preparing documentation for foreign clients
· Giving Seminars on companies product
· Attended all meetings with foreign clients and making them understand our products.
· Seminars, Education Fairs, University tie-ups.

· Sukhdev Enterprises, Mohali(Joined in Sep 2012 to Mar 2015) Working as a Manager Branch. Work responsibility includes Screening, Analysing,Fullfilling requirements of the client, handled Mohali Branch.

Job Description:
· Managing Branch Operations
· Reporting to Branch Owner about future clients.
· Follow ups with foreign clients
· Receiving clients from Airport and arranging their accommodations
· Interview helps for foreign clients as a translator.
· Preparing documentation for foreign clients. 

· Aditya Overseas Mohali (Joined in Mar 2015 to Mar 2020) Working as a Manager Recruitment. Work responsibility includes Screening, Analysing,Fullfilling requirements of the client.

Job Description:
· Managing Branch Operations
· Reporting to Branch Owner about future clients.
· Follow ups with foreign clients
· Receiving clients from Airport and arranging their accommodations
· Interview helps for foreign clients as a translator.
· Preparing documentation for foreign clients.
· Company Branding and Advertisements.  
EDUCATIONAL QUALIFICATION
· Bachelors in Arts  from Punjab University Chandigarh.

· Masters Of Business Administration in  Human Resource Punjab Technical University Jalandhar).

TECHNICAL SKILLS

· Operating Systems   	: Windows98,NT,2000,XP etc

PERSONAL PROFILE
Name				:	Amit Sharma

Father’s Name		:         Shri Baldev Sharma

Mother’s Name		:         Smt. Asha Sharma

Nationality			:	Indian

Date of Birth			:	15 Aug, 1983

Marital Status.		:	Married

Hobbies                            :	Reading computer books ,Listening Music
                                                            
Languages Known		:	English, Hindi and Punjabi

  
DECLARATION

I here by declare that all the above furnished information is true to best of my knowledge and belief. The originals will be produced as required.


Date: 
Place: Chandigarh.                                                              (Amit Sharma)
