Sohini Dutta
https://www.linkedin.com/in/sohini-dutta-b06828166/

Email: sohini737@gmail.com
Phone: 8961026241
Location: Kolkata, WB, India

PROFESSIONAL SUMMARY
· Highly organized Operations professional with extensive experience in the ed-tech industry and program coordination. 
· Experienced in program management, effectively liaising between stakeholders while overseeing planning, scheduling coordination, and ensuring smooth execution of operational activities.
· Demonstrates expertise in managing scheduling, onboarding, and daily operational tasks, focusing on efficiency and collaboration.
· Adept at serving as the central point of contact for clients, students, and internal teams, ensuring smooth communication and seamless execution of programs.
· Proficient in leveraging SharePoint, Google Sheets, Microsoft Office Suite, and other CRM tools to enhance operations and streamline administrative tasks.
· Experienced in recruiting and sourcing candidates, particularly in healthcare, adhering to legal regulations such as HIPAA.
· Known for developing and implementing efficient procedures while balancing multiple priorities.
· Strong problem-solving and time-management skills, with a proven ability to work collaboratively across teams.
· Based out in Kolkata, WB, India, is available for an interview upon a 48-hour notice and will join in 2 weeks if offered the position.

EDUCATION
· High School Diploma (ISC) | 2015
Vivekananda Mission School
Percentage: 76.5 %
· Bachelor of Arts in Sociology (Calcutta University) | 2018
Basanti Devi College 
Percentage: 51.5%
· Master of Arts in Sociology (Calcutta University) | 2020
Basanti Devi College
CGPA: 6.075 

SKILLS
· 
· Program/Project Coordination
· Planning, Scheduling, Onboarding
· XFN Collaboration
· Stakeholder Liaison
· Recruitment and Sourcing
· Communication and Collaboration
· Data Entry 
· Attendance Management
· Resource Allocation Optimization
· Bi-lingual (English & Bengali)
· Customer Relationship Management
· Problem-Solving 
· Time Management
· SharePoint
· Google Suite
· Microsoft Office Suite
· Multi-tasking and Teamwork


PROFESSIONAL EXPERIENCE

ReWiser | Sep 2023 – Present
Operations Coordinator
· Overseeing day-to-day operations, ensuring that all tasks are completed efficiently and on schedule to maintain smooth workflow across departments.
· Performing essential administrative duties such as data entry, updating attendance records, and maintaining accurate documentation to support operational requirements.
· Serve as the primary scheduling coordinator, responsible for organizing and managing the schedule for client sessions or classes, ensuring all timelines are met and stakeholders are informed of changes or updates.
· Act as a liaison between students, teachers, and the internal team to facilitate clear communication and ensure that all parties were aligned on schedules, expectations, and any necessary adjustments.
· Ensure seamless communication and collaboration across different departments, fostering a cohesive work environment and addressing any operational bottlenecks.
· Collect and analyze operational data to identify trends, inefficiencies, and opportunities for improvement, using the information to suggest actionable changes.
 
Crest Premier Staffing | Jan 2022 – Sep 2023
Recruitment (HR) Coordinator
· Managed the full cycle of recruitment for placing qualified nurses in medical facilities across the USA, ensuring that candidates met the specific requirements of healthcare institutions and aligned with the job roles.
· Actively searched resume databases such as Indeed and LinkedIn to identify both active and passive candidates.
· Coordinated communication between candidates and the internal HR team, arranging phone and video interviews.
· Continuously assessed the effectiveness of current recruiting plans, identifying potential gaps or areas for improvement.
· Conducted telephone interviews and candidate evaluations while strictly adhering to HIPAA regulations and company policies.
· Ensured all personal data was handled with the utmost confidentiality and that all recruitment processes complied with legal standards.

Trustklub Consultancy | Oct 2021 – Jan 2022
Human Resources Ofﬁcer (Recruitment Coordinator)
· Conducted extensive resume searches on Naukri to identify and select candidates who matched the job criteria, focusing on specific qualifications and experiences relevant to non-IT roles.
· Engaged in proactive outreach through cold calling to connect with potential candidates.
· Shared resumes of shortlisted candidates with client companies, including prestigious Big4 firms and multinational corporations (MNCs).
· Acted as the liaison between the candidates and the client companies, ensuring alignment with their hiring needs.
· Provided comprehensive support to both candidates and client companies throughout the hiring journey, from initial screening to final offer.
· Assisted candidates in interview preparation, answered queries, and facilitated smooth communication between both parties to ensure a positive hiring experience.

Nerdy Turtlez | Jan 2021 – Jul 2021
Subject Matter Expert
· Created well-researched and original academic content for college and university students from Australia, the USA, and Canada, ensuring adherence to academic standards, citation guidelines (such as APA, MLA, or Harvard), and specific assignment instructions.
· Conducted thorough research on a wide range of academic subjects, utilizing credible sources such as academic journals, books, and online databases. Synthesized information to produce content that demonstrated depth of knowledge and critical thinking.
· Managed multiple projects simultaneously while adhering to strict deadlines, ensuring timely delivery of high-quality work without compromising on accuracy or content integrity.

ACCOMPLISHMENTS
· Certiﬁcate of Appreciation in recognition for a record of outstanding performance – JSJN ASSOCIATES LLC (Crest Premier Staffing).
· Received professional training in Fine Arts, Vocals & Dance
