
MITA RANI SINGH
W/O- Mr. Vivek Singh (Advocate)                           
26 A, Poorvi Marg , Vasant Vihar                                                                                                       Mob-08603250126
New Delhi -57                                                                                                       Email- mitasingh.mbavbu11@gmail.com

To make worth contribution in the prosperity and development of the organization with all my sincerity and ideas and thus attain work satisfaction and personal as well as organizational and Institutional growth.

Brief Profile

An energetic self motivated and hardworking HR professional with more than  3.5 years experience  in corporate sector as well as more than 9 years experience in academic Area.   As my career path I have completed my MBA degree from Birla Institute Of Technology (Ranchi, Jharkhand) . In my professional career I have got the opportunity to manage various roles of HR :- identifying, planning, implementing  staffing and talent sourcing Professional(s)/Consultant(s). able to use own initiative and work as a part of team as well as to n my pro   got the opportunity to conduct  Several Campus interviews, Arrange Summer Training  for MBA Students, Organized many Personality Development Programme, Liaison with many reputed companies and manage various roles of HR  as well  as able to use own initiative and work as a Part of team.
Employment Details:
                                Current Job:- 
                                MBA,Vinoba Bhave University,Hazaribag,Jharkhand:- From June 2011                        2011 to Till date as a Training and Placement officer and faculty of HR.  

Jak Traders Pvt Limited, from March 2009 to March 2010 as Asst. Manager(Admin) reporting to President (Admin)
Ramesh Flower Pvt Ltd, Tuticorin,  From Jan 2004 to June 2005 as HR Executive Reporting to HR manager.
                                     HR Activities
                                         Managing for HR function/ technology to deliver functionfficiently 

· Developing, establishing and executing HR policies service agreements and practices.
· Conducting Induction programs, Employees satisfaction survey & Exit process.

· Partial Knowledge of Employee Provident Fund returns submission (Laws and statutory obligation).
· Continuous counseling, handling employees grievances, organizing Open House debates to increase Participation among employees.


Resourcing:-

Recruitment Involving At All Level Of Management/    

Technical Within Organisation

· Handling recruitment strategies /processes to source high quality of 

    professionals.

· Conducting preliminary Interview, arranging  technical interview 

    and co-ordination with technical Competency teams for interviews.

· Good networking skills for searching with executive search and 

    consultants/mode of Recruitment.

· Experience in Recruitment Life Cycle (mobilizing the human 

    resources through various sources).

· Managed the complete recruitment life cycle manpower planning, 

         recruitment, selection and induction.

.

Training And Development (T & D)

·  Responsible for Identifying appropriate Training needs,                    

    co-ordination for In-house /external Handled Training programs 
   (e.g.: total personality development).

·  Preparation of training calendar & maintaining of training records.

·  Helping in designing the career graph of all individuals (middle 

         Level) through T & D process.

·  Organizing technical seminars/behavioral skills and coordination 

         with outbound consultants/training Faculties.

Work Place Services

· Multi tasking in relation to administrative duties such as office 
   communication and management.
· Managing and maintaining employee data.

· Recruitment management for effective manpower development                   

(IT recruitment)

· Use and co-ordination of process to enhance HR delivery.

· Organizing induction training sessions for all new employee.

    





Application of Ergonomics in Manual Handling and Pulpit Design.
Organization:  TISCO, Jamshedpur.

 Project Summary: Ergonomics is concerned with achievement of   optimal relationship between men and their working environment. It is the application of human, biological sciences and engineering to improve work environment and at the same time enhance productivity.

 Industrial Relations Scenario at Central Coalfields Ltd., Ranchi.                                                
  Project Summary: The project was focused on the working environment and relationship between employee-employee, employee-employer in CCL ltd, and learns about industrial dispute, how law will help to overcome from the industrial dispute.
                       Operating Systems
 : Windows, UNIX

Packages

              :  MS-Office, MS-Office Excel, Powerpoint

Languages
                           :  C



 Degree                         Institution
                  Percentage
                                         MBA                         Birla Institute Of Technology,             76.7%

                              (HR Major,Mkt Minor)  Mesra, Ranchi, Jharkhand
               


     B.SC Botany Hons       S.S.L.N.T, Dhanbad
                         63%  
                           

                                        Vinoba bhave University,Hazaribag
     

12th                          Saraswati Vidya Mandir,Sindri                   73%     
                                  C.B.S.E BOARD                                                                                                   


 10th                         Saraswati Vidya Mandir,Sindri                   72%     

                                 C.B.S.E BOARD                                                                                                                                     

                                            
 
                        

· Participate in Different event  during management fest.
· Member of the organizing committee in management fest.

· Participate in different cultural programme organized by the institute every year


       Prof. R.N. Bhagat                          Dr. Vijay Kumar Singh
   Ex V.C ,VBU,Hazaribag.                    Registrar 

                                                     Sarla Birla University, Ranchi

Mob-9431107316                             Mob.9431385023                                                                     
(Mita Rani Singh)
Training and Placement Officer,

MBA, VBU, Hazari



Career 


Objective























Capabilities


/ skills


Experience 9  plus Years identifying, planning, implementing and developing HR strategies and systems. and 3years exp in Academic Area  


  














Able to construct the entire staffing process or modify/improve existing plans.











                     


Effective interpersonal and communication skills and good motivator.


























Determining industry”s best HR practices to further organization’s goals.





 
















































































Career 


Objective























Capabilities


/  skills


Experience 3.5 Years identifying, planning, implementing and developing HR strategies and systems and 3years exp in Academic Area  














Able to construct the entire staffing process or modify/improve existing plans.











                     


Effective interpersonal and communication skills and good motivator.














Determining industry best HR practices to further organization’s goals.





 












































Work Experience 


I have handle a team of 10 HR Executive











Created process documents for the recruitment & Employee Communication System














Successfully done Impressive reputation for building cohesion among disparate groups and individuals.




















Recruited  employees till date at executive level


 











Good networking skills for searching with executive search and consultants/mode of Recruitment.








Area of expertise


Talent Sourcing,   


HR Stratagies/ Functions


























Academic Work Experience 


I have given my innovative inputs in syllabus design, student counseling,   teaching method.














Contribution towards the department


Active participation in academic and administrative activity.

















Successfully done Impressive reputation for building cohesion among the organization. 

















Develop a good and healthy industry- institute relation








Contribution towards the research and development








I have attended many seminars FDP , workshop and conference during the year




















Sl no �
Title of paper presented�
Title of the Conference /seminar�
Organised by �
International/ national/ regional�
�
1.�
Startup India – Opportunities and Challenges for entrepreneurship �
Startup India – Opportunities and Challenges�
69th All India Commerce conference�
National Seminar(Nov 11th to 13th ,16th 2016)�
�
2.�
Empowering Rural Women through education�



Human development in Jharkhand�
University Department of economics, VinobaBhave University, Hazaribag�
National Seminar


(2nd -3rd Oct’15)�
�
3.�
Importance of human resource Training.�
6th International seminar on HR�
Institute For Social dev&Rechearch,Ranchi�
6thInternational Seminar (1Nov to 3 Nov’ 14)�
�
4.�
Need Of Skill development  for Inclusive Growth�
Sustainable Inclusive growth through Socially�
Chetana’s R.K. Institute of Management and Research, Bombay�
6thNational Seminar(22-24 march’ 14�
�
5.�
The role of Human Resource in Company Branding �
Marketing Paradigms in emerging Economics�
Faculty  of Management Studies, BHU, varanas�
International Conference (Dec 4-5,2012)�
�
6.





�
Role of Communication in Developing Interpersonal Relationship in an organisation�
Emerging Research Paradigms in business Management.�
George College(Dept. Of Magt. Studies, West Bengal�
National Conference on 3rd March’12�
�
7.�
HRD: An Effective Tool FOR Socio-Economic Development  and economic Growth�
Financial Inclusion And Inclusive Growth�
University Dept. Of Commerce and Business Manaement, VBU, Hazaribag�
National Seminar (22nd-23rd March’2012)�
�
8�
The Role of HR in Prmoting Corporate Social Responsibility�
Corporate Social Responsibility and Sustainability�
University Department Of Management,VBU,Hazaribag�
One Day Seminar (6th Sep’14.�
�
9�
XV International Conference on Business Management and Social Sciences (ICBMSS-17), �
The influence of Training and Development on the performance of employees.�
Govindpur, Dhanbad, Jharkhand.�
14th to 15th April 2017�
�
10�
XIII thInternational Seminar on Urban Development .�
Role of Telecommunication in Urban Development�
Institute for Social Development & Research, Ranchi�
10th to 12th March 2018�
�
11�
Webinar  as a joint Secretary�
Self-Reliant India Post-COVID-19: Challenges and Opportunities�
University Department of Management�
30th March’20�
�
12�
St.XavierCollge, Ranchi�
Strategic Issues in Indian Financial Sector during COVID 19�
St.XavierCollge, Ranchi�
20th June’2020�
�
�
�
�
�
�
�
�
�
�
�
�
�






Seminars and workshop





I have attended many seminars and conferances to enhance my skill.





























During my career my few paper were published in reputed journal.
























































I have attended workshop and faculty development program in teaching methods and writing and publishing hand written research paper.





13�
Lalit Narayan Mithila University, Bihar�
Employment Prospects in Bihar in the context of Self-relaint India�
02nd September 2020�
20th June’2020�
�



Articles/ chapters published in Book (International publications,  National publications , Regional publications





S.No.�
Title  with page no.�
Book title, editor & published�
ISSN/ISBN No.�
�
1�
Benefits of training in employees performance in telecom industry in Jharkhand – a comparative case study of public sector and private sector organization, Jharkhand.�
Peer Reviewed Multi-Disciplinary International Research Journal (Jamshedpur Research Review)�
Vol-5,issue -20, February 2017�
�
2�
Relationship Management Enhance the Human Capability and It’s importance in HRM.Pg No-149-157�
Customer Relationship Management –A key to Competitive Sustainabilty


Editor-*Dr.S.D.Singh


*Dr.SarojRanjanRanjan


Publisher- RashtriyaPrakashanSansthan.�
ISBN No- 93-81646-37B�
�
3�
Vinoba Bhave University Journal of Economics


�
A study on Human Resource practices towards women empowerment at NGO: A social Reference to Hazaribag, Jharkhand�
ISSN. No0975-7443�
�



Faculty Development programmes Attended


Sl no �
programme�
Topic�
Duration �
Organised by �
�
1�
Faculty Development Programme


AICTE APPROVED�
Pedagogy from Outcome Based Management Education�
21st April’15 to 5th May’15�
Birla Institute of Technology, Mesra,Ranchi(Sponsored by AICTE)�
�
2.�
FDP PROGRAMME


�
Emerging Trend In Sectoral Areas�
7TH JUNE ’14 &-8TH JUNE’14�
Association of Indian Institute of Management  Studies, Ranchi university,Ranchi�
�
3.�
FDP PROGRAMME


�
Workshop on SPSS�
18th April 2017 to 24th April 2017


�
University Department  of Management, VBU,Hazaribag�
�
4.�
FDP in entrepreneurship


Sponsored by NSTEDB of SCIENCE & Technology, Ahmedabad, Gujarat�
Faculty development programme in Entrepreneurship�
10th Dec’18 to 22nd Dec’2018�
Xavier Institute of social services (XISS), Ranchi.�
�






Sl no �
programme�
Topic�
Duration �
Organised by �
�
5�
Government First Grade College, Badmi, Karnataka�
One Week National Level Online faculty Development Program�
25th July to 31st July 2020 (Online mode)�
Government First Grade College, Badmi, Karnataka�
�
6�
Silicon City College of Management and Commerce�
Hands on Writing and Publishing Research Paper for Reputed journals�
27th July to 8th August’2020 (Online mode)�
Silicon City College of Management and Commerce�
�
7�
BIT, Mesra Ranchi�
FDP on Outcome Based Education and Online Learning Teaching �
29th June 2020 to 3rd July 2020 (Online mode)�
BIT ,MESRA�
�
8�
Swayam portal 2020�
Online Refresh Course in Management on SWAYAM for APRIT 2020. �
1st Dec’20 to10th  April ;21 





ARPIT 2020�
SWAYAM PORTAL�
�
9�
FDP�
FDP ON TEACHING METHOD IN TECHNICAL INSTITUTION.�
1ST March-6th March’21�
�
�



Member Of Departmental Council











Member of the sale and purchase committee of University Department Of Management, VBU, Hazaribag, Jharkhand.


Attendance  in charge of University Department Of Management, VBU, Hazaribag, Jharkhand.


Coordinator of Placement Cell of University Department Of Management, VBU, Hazaribag, Jharkhand.


Training and Placement In charge of University Department Of Management, VBU, Hazaribag, Jharkhand.


Jointly In charge of Cultural Activities of University Department Of Management, VBU, Hazaribag, Jharkhand.


Admission In-Charge of Management department, Vinoba Bhave University, Hazaribag.


I am also holding the position public relation officer of University department of Management, VBU. 





FDP and Workshop











FDP and workshop have help me to develop my teaching method and writing skill in research paper.





























During my career my few paper were published in reputed journal.






































I have handled many responsibilities assigned by the department.








Active member of departmental council of University Department of Mangement,VBU








Summer & project Training





I realized the power of HR in providing the right setting for development of human potential to achieve organizational goals. 





 











Computer Skill

















Education



































Activities at BIT,Mesra





Have taught me to conceptualize and organize events in diverse fields and leading and managing teams to successful completion of projects.











References


Have experienced commitment with 
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