Dear Sir/ Madam,

If you are looking for a young, hardworking, self-starter, self-motivated fast learner then your search is over. I hereby take this opportunity to tell you a little about myself. For further details please refer my CV below for your perusal.

I am Janeview Crasto, Bachelor in Science with concentration in Computers, Math & Electronics from Mangalore University, India. Although I am in the initial-level of my career (4+ years), I have been able to grasp a good amount of knowledge and experience in the HR areas such as recruitment, employee relations, compensation & benefits, payroll, policies( modifications of existing policies as per the current standards with consultation with reporting manager) and other HR related activities. Also, I have gained experience in generating reports as and when required by the management and making PowerPoint presentations on HR related areas.

I am keen in working with an organization where I am provided with a responsible position in the area of Human Resource where my skills, qualification and experience would benefit the growth of the company, with an opportunity for personal development. 

With a Computer background I am proficient in working with MS-Office (Word, Excel, PowerPoint, Access and Outlook). I am fluent in English and Hindi (reading, writing & speaking). I have always enjoyed working in a team and easily interact with people at all levels. 

I am looking for a challenging position with keeping in mind my previous experience and my goals of growth. The reason for me to apply for the position you advertised are:
· I possess overall 5.5 years experience of which 2.5 years of experience in UAE, was working for Eurostar Group, Dubai
· I am flexible to be molded to the specific organizational needs with excellent communication and interpersonal skills.

· The reason for moving from Eurostar was my relocation to Abu Dhabi after marriage. 

· I am on Husband’s sponsorship and can join immediately.
Thank you for your valuable time and look forward to meet you for a personal interview at your earliest convenience.
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Curriculum Vitae

JANEVIEW
JANEVIEW.106931@2freemail.com  

Objective: To obtain a responsible position in the area of Human Resource with an organization where my skills, qualification and experience would benefit the growth of the company, with an opportunity for personal development.  
Summary: 
· Graduate with over 5 years extensive exposure to HR & Recruitment activities with IT & Non-IT sectors with renowned groups such as Eurostar, Wipro Technologies etc.
· Self motivated with experience in handling day to day queries by the staff, and taking disciplinary actions.
· Flexible to be molded to the specific organizational needs.

· Superior communication and interpersonal skills, dependable, time management, easily interacts to form strong internal and external relationship at all levels.

· Good in building / maintaining teamwork.

Professional Experience: 

Company

: EUROSTAR GROUP, DUBAI
Duration 

: April 06 – November 08
Designation

: HR Officer
Reporting to

: AVP – HR & Administration
Company Profile
:EUROSTAR Group, a diversified business house into varied business activities such as Consumer Electronics, IT & Telecom, Real Estate, Logistics, Courier, Integrated Systems, Channel Distribution, Commodities & Trading, Tendering based in United Arab Emirates and operating out of various countries worldwide and have embarked upon a massive growth plan across the Globe.
Job Responsibilities:

A) Recruitment: Handling end to end in-house  recruitment activities as below:
· Preparing job descriptions
· Posting vacancies, sourcing CV’s through various sources, coordinating for advertisement releases
· Conducting initial interviews, negotiation of offer on selection.

· Sending regret letters for unbefitting candidates.

· Issuing Offer letters, Appointment letters, maintaining personnel files of employees.
B) Visa: Handling the visa issues for new joiners and existing employees

· Applying for new employment visa, work permits, Mission visas, Visit visa and follow up on the same with the PRO.

· Renewal of visas, labour cards.

C) Induction/ New joiner arrangements: 

· Providing induction to new employees about the organization and introducing them to the staff.

· Accommodation: Arranging for company accommodation for the new staff recruited in coordination with the admin staff.

· Medical Insurance: Applying for the medical insurance cards for the UAE staff and follow-up on the reimbursement of claims of staff.

· Bank Accounts: Coordinating for the salary accounts of new joiners.

D) Performance Appraisal & Salary Reviews: 

· Scheduling appraisals for the staff and recording them accordingly

· Closely involved with the Manager in salary  reviews decided for each staff based on their qualifications, experience and performance.

· Preparing and issuing of salary review letters for the staff.

E) Payroll:

· Maintain attendance for the entire group in UAE as well as overseas.
· Maintain leave, overtime, comp-off of the staff 

· Coordinate with the accounts for the release of salary on time every month without any delay.

F) Demobilization: The below mentioned steps followed for mobilization.
· Conducting exit interviews for leaver, implementing the justified suggestions and changes by them.

· Arranging for the final settlement with coordination with the accounts and informing on closure of their bank accounts.

· Carry out the visa cancellation/ visa transfer for the leavers with coordination with the PRO.

· Arranging for the smooth exit of overseas staff to their respective home countries.

G) Other Responsibilities: Letters: Preparing & issuance of letters for various requirements as below:

· Confirmations/ Transfers/ Warning/ Terminations

· No Objection Letters to Immigration/ RTA/ Banks/ Embassies

· Salary Certificates

· Experience Letters

Company

: WIPRO TECHNOLOGIES, BANGALORE 
Duration 

: Feb 05 – September 05
Designation

: Associate Recruiter (On contract)
Reporting to

: HR Manager
Company Profile
: Wipro Technologies is the global technology services division of Wipro Ltd. (NYSE:WIT) that offers a full portfolio of services across industries, delivering measurable business benefits for customers with six sigma consistency. Ranked as the 7’Th best software Services Company in the world by Business Week Wipro Technologies serves over 300 global leaders.

Job Responsibilities:

· Identifying prospective candidates from Wipro Database, various job portals, advertisements and references for various divisions. 

· Interacting with the Managers and the Project heads regarding new requirements.

· Interacting with candidates to confirm their suitability for and interest in Wipro’s requirements.

· Scheduling for Technical and HR interviews.

· Conducting reference checks and document verification prior to release of offer.

· Date of joining follow up with selected candidates.

· Coordinating with vendors.

· Maintaining of candidate database.

· Coordinating walk-in interviews.

Company

: ELGIVA BUSINESS SOLUTIONS PVT. LTD., BANGALORE
Duration

: April 04 – Feb 05

Designation

: Executive Recruiter / Administration
Reporting to 

: Manager

Company Profile
: An emerging leader in Executive Search. ELGIVA is building a tradition of providing professional, personalized, high quality services, tailor made to suit your individual needs and requirements.

Job Responsibilities:

· Sourcing of candidates as per client’s requirement from various job portals, company’s database and through referrals.

· Interacting with the candidates on suitability for the requirements and scheduling interviews.

· Follow up with candidates and clients till the candidate is on board.

· Creating and maintaining database of candidates and clients.

· Managing confidential information such as client agreement papers, appointment letters, appraisal letters and other personal data of the firm.

· Handling client grievances follow up on client payments and banking formalities.
· Preparing invoices, salary statements and vouchers.

Clients worked with: SAP Labs, Agere Systems, Metric Stream, LG CNS Global, ADDR.Com, Bell Softech, Spice Telecom, Airtel, TELES Communications.

Company
: ST.JOHN’S ACADEMY, MANGALORE
Duration
: June 03 – March 04

Designation
: Computer Instructor
Reporting to 

: Principal

Company Profile
: A division of St.John’s Schools, offering computer training to students,             


corporate and individual segment.

Job Responsibilities:

· Preparing syllabus, batch and examination schedules.

· Educating students on Computer Basics and MS-Office package.

· Training students on extra-curricular activities.

Educational Qualification:

B.Sc from Mangalore University, India with First Class in 2003
Diploma in Computer Applications from MICE in 2004
Pursuing MBA from Sikkim Manipal University, India
Computer Skills:

· Operating Systems
: DOS, Windows.

· Packages

: Ms-Word, Ms-Excel, Ms-PowerPoint, Ms-Access, Internet.

Proficiency in:

Self correspondence, Internet & Emailing
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