DOEL  BERA.
                    Permanent Address- H-/A/9-1,Janapath,Post-Ashwininager,Baguihati,

                                                  Kolkata-59.

                                           Mobile no:  09433553097.(kol),033-25718419(home)

                                          Email Id:-doelbera19@yahoo.co.in.
------------------------------------------------------------------------------------------------------------

Career Objective:- Intend to build a career with leading corporate of hi-tech environment with committed & dedicated people, which will help me to explore myself fully realizing my potential contributing for the development of the industry and achieve the peak of success.


· Working as a H.R-Executive in CareerPoint – (a pharma placement consultancy of Kolkata operating all over India)since Feb-2008.

                             

· Build relationship with the corporate.
· To understand the client requirements for manpower.

· Analysis of the job –that is job description & job specification.

· Fulfilling the requirements.

· Head hunting through portals.

· Arranging the interview &  confirmation of the employement.

· Worked as a H.R- executive in “Burnet Pharmaceuticals (p)Ltd”(Operating in W.B,North East,Bihar,Jharkhand & U.P)(Approx turnover-20 crores ) till Sep 2007     

                        

· Control of attendance of & maintenance of leave records for sales personnel like ASM, DSM, PSR, factory & office staff..

· Updating the datas regarding joining, promotion enhancement termination or resignation of sales personnel. 

· Making full & final settlement of ex-employees..

·  Manpower Planning & actions taken to fill up vacancies at different sales force.

·  Controlling of sales administration deptt., Induction training & development of sales, factory personnel.

· Performance Appraisal.

· Issuing of Appointment letter, Offer letter, confirmation letter& resignation acceptance letter.

· Updating the ERP package. 


· Worked as a HR- Executive in  a company named “GLOBAL GROUPS” since July 2005 till 12th August 2006

· Developed & Implemented HR systems & processes successfully (Recruitment & Selection, Training & Development process, Performance Management System).

· Analyzed jobs and developed job description & job specification for various positions in the organization. 

· Handling of manpower planning & large volumes of recruitment for junior as well as senior levels for various locations across the country.

· Handled the gamut of sourcing from consultants, walk in, advertisements, campus recruitment etc.

· Looked after Training & development activities of organization ,developed  and implemented  training calender, identified training needs ,formulated program objective, designed training modules, coordinated in house as well as  outsourced programs ,feedback and post training follow up maintained training records.  

        

· Experienced.

· Skilled in Software Engg. & Business Management.

· Possessing leadership qualities.

· A degree & a diploma holder.

· Possess good communication & presentation skills.

· Programming Languages:-C,C++,Java,

· Query Language:- PL SQL,

· Operating System :-Windows.

· Database:-Oracle8i.,Ms Access.

· Management Exposure:-Marketing,Finance,Software Project Mgt.,H.R.


· Possess a diploma in “SOFTWARE  &  BUSINESS MANAGEMENT  “ under “JADAVPUR UNIVERSITY.


	SERIAL NUMBER
	QUALIFICATION
	SCHOOL/COLLEGE
	BOARD
	MARKS SECURED
	YEAR OF PASSING

	1.
	B.E.
	Seemanta Engineering College 
	North Orissa University
	73.5%
	2004

	2.
	ISC
	Carmel Convent School
	Delhi Council
	 66.8%
	1999

	3.
	I.C.S.E
	Carmel Convent School .
	Delhi Council
	71.5%
	1997



· Name   :- Mrs. DOEL BERA.
· Date of Birth:-19th August 1980.

· Father’s Name :-Mr.Anil Kumar Bera.(Retired Sr.Executive -S.A.I.L)

· Nationality:-Indian.

· Langauages Known:-English, Hindi, Bengali, Oriya.

· Hobbies:-Playing chess, Painting.
    Kolkata                                                                                                   Signature                                                                                                                                                                                                                                                                    

    Date                                                                                       
PRESENTLY
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