ARSHPREET KAUR KALSI
Mississauga, ON, Canada (647) 507-7980
karshpreet9006@gmail.com

OVERVIEW
· Self-directed and motivated with experience of working in dynamic environments.

PROFESSIONAL SUMMARY
· New challenges keep motivated to work harder and come up with some new solution to tackle all those challenges
· Good problem-solving skills and was always available to help other team members if stuck at any point
· Good communication skills
· Good leaderships and management skills
· Flexible to be available at any required time and adapt to working environment quickly

SKILLS
· Planning and Organizing
· Team and time Management
· Personality Development and Public Speaking
· Can speak many languages
· Can Work in pressure with the team members
· Customer service skills

TECHNICAL SKILLS
· Proficient computer skills include Word, Excel, PowerPoint, Microsoft office
· Organizational skills
· Office Settings
· Managing Payroll
· Projects were managed and facilitated

EDUCATION
Business Administration Human Resources Advanced Certificate Program	Sept 2021 – Present Georgian College, Barrie, ON

WORK EXPERIENCE
HR Recruiter and Team leader	Jan 2019 - Dec 2020 Gautam Consultancy, Ahmedabad, Gujarat, India
· Recruitment and onboarding of 50+ candidates to the multi-national companies
· Answered client calls, queries and other issues were solved
· Undertook interviews for 50+ candidates for 2 critical projects
· Executed 4-day long orientation program for new hires to make familiarize with the culture of organization
· Analyzed, sourced, screened, and shortlisted 100+ candidates also taking follow Ups with the candidates after initial screening
· Attending multiple phone line
· Taking applications and provided service to customer

Customer Service Representative	Jan 2021-Aug2021 First Source Solution, Bangalore, India
· Handled customer complaints by providing solutions, often within a time limit to ensure the

customer is satisfied.
· Learned to identify customer needs or desires in order to recommend the appropriate product or service.
· Learned about the software systems used by the company to be able to communicate effectively with incoming inquiries.
· Keep a record of incoming inquiries to be able to reference at a later date.
· Being responsible to process orders, forms, applications, or requests.
· Worked with colleagues when necessary to resolve customer complaints.
· Provided feedback to other departments to help improve sales, marketing, and business processes.
· Learned about the products inside and out to be able to answer any questions from customers.

Human Resources Assistant	Oct 2021- Nov-2022
Simcoe Employment

Human Resources
· Updating company database by inputting new employees contact information and employment details.
· Screening potential employees resumes, and applications forms to identify suitable candidates to fill company job vacancies.
· Organizing interviews with shortlisted candidates.
· Posting job advertisements to job boards and social media platforms.
· Removing job advertisements from job boards and social media platforms once vacancies have been filled.
· Preparing and sending offer and rejection letters or emails to candidates.
· Coordinating new hire candidates.
· Responding to staff inquiries regarding HR Policies, employee benefits, and other HR-related matters.
· Responsible for managing assigned recruitment through all phases of the recruitment cycle including coaching, supporting, and advising hiring managers on the process.
· Follow ups, emailing and calling daily along with interacting with clients. Perform specific research/investigation into operational issues, as requested.
· Post responsibilities to proper occupation sheets on the web. Prepare everyday work reports and report it to the director.
· Assist in performing personal investigations for shortlisted up-and-comers. Act as a resource for the up-and- comer.
· Always advance the organization as the best work environment.
· Maintain customary contact and circle back to the likely applicants. Assist in meeting and choosing the up-and- comers on location.
· Organize and arrange in-person and personal interview with the hiring manager; create job advertisements; screen resumes; facilitate pre-screen interviews.
· Manage the background and reference checks for prospective employees via a third-party vendor.
· the creation and presentation of job offers.
· oversee the documentation and onboarding of all new hires.
· follow further instructions from the Senior HR Manager about other tasks and initiatives.
Health and Safety
· Ensure compliance with health and safety legislation and due diligence.
· Assist the employer in developing and implementing health & safety policies and programs.
· Identify employee training needs.
· Develop an effective return to work program for injured employees.
· By adhering to all workplace rules, policies, and initiatives, including reporting any first aid injuries, mishaps, or safety concerns, you can promote and contribute to a safe and healthy work environment.

Town Of Orangeville                                                                                      Jan 2023- May2023(Contract)
Human Resource Student
· Administrative support including paper filing, records management, photocopying, and preparing materials such as employee paperwork and interview questions.
· Entering employee data, payroll information, training records, and other data into the Human Resources Information System (“HRIS”) and other systems (e.g., Employee Recognition Program, employee training matrix, employee statistics tracking sheets, etc.).
· Monitoring of performance appraisal procedures
· Providing support for health and safety initiatives and projects.
· Assisting the Joint Health and Safety Committee with secretarial duties. Assisting with advertising job opportunities, creating applicant questionnaires, screening applications, conducting pre-screening applicant interview, booking interviews, organizing interview packages, booking rooms. Conducting reference checks as assigned.
· Assisting with organizing new orientation training (preparing hiring and orientation packages, notifying attendees, booking room, etc.) as well as other training and events.
· Assisting with research for policy work.
· Drafting Human Resources policies and procedures for review.
· Assisting with preparation and maintenance of metrics and reports.
· Ad-hoc projects as required by the senior Human Resources team.

