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PUJAAGARWAL
58C/B.C.Road,Mangalam Apartment,
BehalaChowrasta,Kolkata–700061

+91-7003321048/pujasingal2008@gmail.com

ADMINISTRATION║SAFETYMANAGEMENT║COORDINATION

CAREEROBJECTIVE:
Iam anenthusiasticandaconfidentpersonwhopossessestherequiredskillsetandsincerityforachieving

whatever
tasksIsetuponmyself.Perseveranceandpositiveoutlookaremyassets.Ihaveaninquisitivebentofmind,which

fuelsmyquestforknowledge.Ibelievethatthedesiretocontinuouslyevolvethroughlearningandskillupgradation
iswhatkeepsthesuccessstoryalive.

CurrentlylookingforachangeandgrowthinHumanResourceField

TOTALJOBEXPERIENCE:
5Years 6months

EDUCATIONALQUALIFICATION:

• CompletedMasterDegreeinBusinessManagementfrom Sikkim ManipalUniversitymajorin

MarketingandHumanResourceManagementinJune2009with1
st

Division.

• CompletedB.Com (Honours)underCalcuttaUniversityfrom TheSouthCityCollegeofCommerce

in2006with2
nd

Division.

• CertificateinInformationTechnology

• Passed10+2underICSEBoardfrom St.ThomasGirlsSchool(Kidderpore)in2003with1
st

Division

• PassedClass10underICSEfrom St.ThomasGirlsSchool(Kidderpore)in2001with1
st

Division

WORKEXPERIENCE:

● Company:I-M/S.PailanCollegeofManagement&Technology

● Position:Counsellor&Administration

● PeriodofWork:From February20082009.

● Details:MakingscoldcallsforpursuingleadsanddailyMIS.

JobResponsibilities
HandlingDaytodaycalls,postal,requirements,complainsandinformingthem intheirindividual

departments.
ListeningandsolvingouttotheStudentsandtheirparentrequirements.

UpdatingdailyMISandlistsofthestudentsattendedtheeducationalfair.

Makingcoldcallsduringadmissiontimeandturningthem intoapositiveresult.

Answeringthevariousquestionsofthevisitors.

Handlingallkindsofquiosoccurredinside&outsidethecampus.

● Company:II-M/S.InnovativeConnectionsPvt.Ltd.

● Position:ExecutiveAdministration&BackOffice
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● PeriodofWork:From February2009-2010

● Details:PromotingUnitech,Ambuja,DLF,Tata,Shrachi,etc.

ICPLdealsinRealEstateBrokering&AdvisoryMarketingProgramstoboostuptherealestaterevenueand
qualitysalesofvariousMNCRealEstateCompanieslikeUnitech,BengalAmbuja,DLFLtd,Tata,Shrachi,
GodrejLtd.,andothersacrossIndia.

JobResponsibilities
TobuildgoodrelationswithclientsandcreatebrandLoyaltyinthem.

Myjobprofileconsistedofmonthly,weekly,dailyreports,MISCo-ordinatingwiththeclientsandthe

membersandthecorporateoffice.
Creatingdirectleadsthroughtheadvertisementandsatisfyingthem assoonaspossible.

Understandingtheneedoftheclientandprovidingthebestofservicesasper
companystandards.

● Company:III-LafargeIndiaPvt.Ltd

● Position:AdminAssistant

● PeriodOfWork:From March2010June2011

● Details-Handlingtheattendanceofallemployeesetc

LafargeS.A.isaFrenchindustrialcompanyspecializinginthreemajorproducts:cement,construction
aggregates,andconcreto.On10

th

July2015LafargemergedwithHolcim,aSwisscementcompany.

JobResponsibilities
Torecordtheattendanceofalltheemployeesworkingatthepremises.

Todealwithallthevendorsofalldepartmentsaccordingtotheirdemandsandclosethedealtothe

profitmakingdealwithmyseniors.
Tomakeapiechartonamonthlybasis.

Tosolveandcompletetheproblemsofalldepartmentsaspertheirrequestsetc.

HOBBIES:
● Interactingwithpeople/MakingFriends

● Visitingnewplaces&partying.

● Cooking

● ReadingBooks

PERSONALDETAILS:
Name :PujaAgarwal
Sex :Female
DOB :11

th

March,1984
MaritalStatus :Married
HusbandsName :Mr.AbhishekAgarwal
HusbandsOccupation :RSM inICICIBank
LinguisticAbilities :English,Hindi&Bengali
Nationality :Indian

Iherebydeclarethatalltheabovestatementsaretruetothebestofmyknowledge.
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DATE:
PLACE:KOLKATA PujaAgarwal


