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  OBJECTIVE:
To possess a challenging and responsible position in a dynamic organization where I can contribute to the best of my skills, grow with the organization and add value to it.
PROFILE:
·  Over 3+ years of professional experience in Human Resource Department.
· Possess a visionary approach. Believes in WE attitude.
· Able to work under pressure and team player-loyal and dependable
· Task-orientated, decisive and results-driven
· Self-driven and self- aware –always seeking to learn
· Well organized, good planner, good time manager.
· Enthusiastic, creative and hardworking individual.
EDUCATION:
· MBA from Indian Academy School Of Management Studies.( BANGALORE UNIVERSITY )
· Bachelors Degree in commerce from( GULBARGA UNIVERSITY )
· Intermediate in Science from Board of Intermediate

· SSC from Board of Secondary  
TECHNICAL SUMMARY:
· Microsoft Office Professional (Word, Excel, PowerPoint.
· TALLY 
EXPERIENCE

Worked with Solutions India Pvt Ltd  Company as a HR and Administrator for 3years.
Responsibilities:

· Worked at operations and human resource department performing multiple tasks regarding employees.
· Attaining the all phone calls from clients.

· Responsible for receiving and sending emails to clients

· Issuing the appointment letters, offer letters, ID cards.

· Giving the job description and introducing the staff to employee.

· Handling the team of recruiters

· Recruiting the candidates for various departments in the organization.

· Negotiation on salaries.

· Maintaining Accounts receivable and Accounts payable.

· Managing administration work.

· Handling all bank related work.

· Preparing the salaries of the employees. 

· Contribute to team effort by accomplishing related result as needed.

· Keeps management informed by submitting activity and result report, such as daily call reports, weekly work plans and monthly analyses.  

· Managing the personal files of employees.

· Handling minutes of meeting when required.

· Posting the ads in the portals.  

· Training classes of soft skills to the employees.

· Attending seminars and meetings on behalf of the company.

· Handling the queries of the employees related to salaries, leaves, and attendance.

· Joining and exit formalities of employees.

· Training and development for new products of the company.

· Attending the conferences.

· Strategies for human resource management.

· Induction program’s for new employees.

· Corporate meetings & giving the presentations about company and services.
ACHIVEMENTS

· Participated in Two days National Level Workshop on “Indian Commodity Market Darivatives & Risk Management” at Pondicherry.

· Second Prize in New Product Launch.

· Organizing and Coordinating fests, events, functions, tournaments etc at College.

· Attended Workshop on “HR for the New Economy” Conducted by IASMS Bangalore.
  AREAS OF INTEREST     
 Playing Cricket, Reading business books, Interacting with strangers and making new friend, learning new things.
PERSONAL PROFILE
· Gender


: 
Male
· Marital Status

: 
SINGLE
· Nationality


: 
Indian
· Languages Known      
: 
English, Hindi, Urdu , Telugu & Kannada
· Visa Status


: 
Visit Visa   
· Current Country

:
Dubai, United Arab Emirates
· Notice Period                    :           Immediately
· Date of Birth                      :          05-06-1985
