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PROFILE
	
A Human Resources Management graduate with extensive customer service experience. Reliable team member with strong administrative, negotiation and issue resolution skills. Seeking to obtain an intermediate level position with a thriving organization.
Specialized Education/Special Interest in Human Resources Management: Human Resources: Recruitment & Screening, Selection Procedures, Workplace Health & Safety, OHSA Legislation, Role of OHS Training, Legal System, Employment Law, Pay Equity, Compensation, Training & Development
Asset Management Skills:  Education in planning, Scheduling, Talent Management, Organizational Chart Management tools, Onboarding tools and techniques
Computer Skills: proficiency in MS-Office, Ceridian Dayforce, Workday, Monster, Indeed, LinkedIn, Org Plus–Software for Business, Human Resource Information Systems, Recruitment & Screening Simulation (Amestros Learning Inc.)
· Analytical Skills: problem-solving/decision-making, Quick learner, Prioritizing, Organization, Critical Thinking, Time Management 
People/Soft Skills: I am a proven leader who communicates effectively at all levels; interacts supportively within a team environment and has the ability to adapt with situational requirements. Maintain an outstanding work ethic with a whatever it takes attitude. I am fluent in oral and written English, Punjabi and Hindi. 

EDUCATION, DEVELOPMENT, PROFESSIONAL AFFLIATIONS
Advanced Diploma, Business Administration and Human Resources Management, George Brown College, Toronto, Graduated December 2021
Supervisor Health and Safety Awareness Certificate, Government of Ontario, 2022
Worker Health and Safety Awareness Certificate, Government of Ontario, 2022 
Ontario Secondary School Diploma, Lincoln M. Alexander Secondary School, 2016

WORK HISTORY
BIR LTD, BRAMPTON
Human Resources Assistant: May 2019 – May 2022 
Company provides all kinds of trucking/transportation services across Ontario. Worked closely with the HR team in hiring new staff, dealing with Human Resources inquiries and functions to help meet tight deadlines. 
Reached out to past applicants regarding new job opportunities and maintained positive professional relationships
Conducted phone screens by utilizing questions to determine qualifications of candidates based off job specifications and requirements 
Duties consisted of working independently and as a team to onboard new staff based on specific position requirements, assist with onboarding packages for new hires and processing accurate employee information into Workday  
Helped accommodate employees; whether it be by providing special back support for drivers, provide work from home opportunities for office employees, Modified ergonomic workstations and human support during busy times of the year 
Gained experience to field and HR operations of a fast paced logistics company: Talent Management, operations, asset management, Recruitment & Resume Screening 
Assisted with Employee Scheduling using Ceridian Dayforce Application 
Helped hire using safe hiring practices in consideration with different Bona Fide Occupational Requirements. For example, “Vision” and appropriate driver’s license requirements; On behalf of the drivers these were vital to be considered for the driving position
Acquired basic knowledge of the Electronic Monitoring Policy which was at a work-in-progress position at the time 

AVIS BUDGET GROUP, TORONTO
Customer Service Associate, April 2019- December 2019 
[bookmark: _GoBack]Conducted inspections of company vehicle carefully and with attention to detail to ensure road readiness 
Safely operate fleet vehicles to different rental locations safely
Established accountability and integrity habits:
- due to being responsible for safely operating fleet vehicles to different locations safely
      - Identified and reported any damage to the vehicles 
OHS guidelines followed with safety
- followed the risk management principles to reduce workplace injuries and unplanned events; ex: Hazard board at the yard
- Participated in annual training; and conducted frequent workplace inspections to ensure safe conditions
Showcased effective communication skills through input of vehicle data  	
Performed timely, professional and accurate customer service to shoppers and customers


EMPIRE SPORTS CO, BRAMPTON 
Administrative Assistant, January 2019 – May 2019
An indoor sports facility offering court rental needs for multitude of sports and activities. Worked with the management and clients to deal with rental needs and bookings.
Duties consisted of scheduling clients for open slots based on availabilities, answering incoming and outgoing phone calls to the business, dealing with email inquiries and scheduling maintenance appointments for the facility  
Tested determination and problem solving skills due to dealing with high quantity of clients at the same time 
- Used negotiation skills when dealing with clients and communicating cancellations. Used my communication skills to influence their behavior and make it up to them for any unfortunate cancellation.
Accountable for handling cash to and from different clients  
Assisted in the preparation of regularly scheduled reports
Maintained organized file system on the for the organizations




WALMART CANADA, MISSISSAUGA 
Store Standards Associate, February 2017- February 2019  
· Ensuring good customer service by maintaining store maintenance and dealing with customer concerns in a respectful manner 
- Speaks to emotional intelligence, always was put in different situations where I managed my emotions in a positive manner so that the situation would be diffused and challenges would be dealt with in a respectful way 
· Clearing Shopping carts from the parking lot and store perimeter, returning them to a safe storage location 
· Providing customer service for heavy items by safely assisting customers on carry outs or carry ins
· Cleaning and maintaining store entrances 

COMMUNITY CONTRIBUTIONS
Volunteer, Canadian Field Hockey & Cultural Club, July 2011- Present
Volunteer Note Taker, George Brown College, April 2020- September 2020
Volunteer, Field Hockey Ontario, 2014-2016
Volunteer, Annual Khalsa Day Parade

ACCOMPLISHMENTS/AWARDS 
Canadian Men’s National Indoor Field Hockey Team (2022)
3-time Field Hockey Men’s National Champion representing Team Ontario 
Represented Junior Canadian Men’s National Indoor Field Hockey Team (3 nation series)
Canadian Men’s Outdoor Field Hockey Junior Development Squad (2013-2017)
Canadian Men’s Junior National Team World Cup Squad (2014-2016)


References available upon request
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