
	SUPRINA SHRESTHA
Sorkhutte · 9818846489
Suprinas44@gmail.com

	An effective and confident communicator who is also a self-starter with the dedication and motivation required to succeed in a busy HR department. Possessing an in-depth knowledge of HR processes and procedures and a proven track record of providing support to HR advisors and senior managers. Easy going by nature and able to get along with both work colleagues and senior managers when providing comprehensive administrative support to day-to-day operations of human resources department.
Presently looking to progress a career within the HR industry by joining an exciting and ambitious company that rewards ability and hard work.


[image: ]Experience
	1st aUGUST, 2019 – 14TH JUNE 2021
HR ASSISTANT, SAGAR GROUP
· [bookmark: _GoBack]Support all internal and external HR related inquiries or requests.
· Prepares payroll by calculating pay, distributing checks, and maintaining payroll records in HRIS (Odoo)
· Provides orientation for new employees by providing information packets, reviewing company policies, gathering withholding and other payroll information, explaining benefit programs, and obtaining signatures for documents
· Serve as point of contact with benefit vendors and administrators.
· Assist with the recruitment process by identifying candidates, performing reference checks and issuing employment contracts.
· Oversee the completion of compensation and benefit documentation.
· Assist with performance management procedures.
· Schedule meetings, interviews, HR events and maintain agendas.
· Coordinate training sessions and seminars.
· Maintains human resources records for employees by recording the hiring, transfer, termination, change in job classifications, and merit increase dates as well as tracking leave details.
· Administers employee benefit program including loan, medical insurance, savings bond by advising employees of eligibility, providing application information, helping with form completion, verifying submission, and notifying employees of approvals.
· Documents and tracks human resources actions by completing forms, reports, logs, and records in HRIS/Excel
· Complete termination paperwork and exit interviews.

	12TH JUNE 2019 – 31ST JULY 2019
fRONT dESK EXCECUTIVE, SAGAR GROUP
· Answer and direct phone calls in a polite and friendly manner
· Welcome visitors in a warm and friendly manner, and answer any questions visitors have
· Maintain reception area and all common areas in a clean and tidy manner at all times
· Operate standard office equipment on a regular basis, including a fax machine, a copy machine, and a computer
· Keep detailed and accurate records of visitor requests and of calls received
· Receive deliveries; sort and distribute incoming mail
· Take inventory of supplies and restock as needed
· Maintain the general office filing system



Education
	2021 - Running
Bachelor in business studies, modern nepal college
SORKHUTTE, Kathmandu

	2018
intermediate, shantiniketan indian school
DOHA, QATAR



Skills
	Patient & approachable
Enjoy working with people
Team work

	Written and verbal communication skills
Flexibility
Positive attitude


Reference
· Name: Aryan Upadhyaya 
Post: HR Manager – Sagar Group
Contact number: +977- 9849376610

· Name: Aabhash Pradhan
Contact number: +977- 9823861466
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