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Career Objective :

Seeking for a challenging position in a dynamic organization, which can utilize my potential to its full extent within International Business Community wherein background and abilities are effectively utilized for mutual benefit within time Constraint in a professional way.

Academic Qualification : 

Bachelor of Business Management (B.B.M, Human Resource) - from Damodar Suvarna college, Hassan, in the year 2011
Master of Business Administration (MBA, Finance & Marketing)  - from Great Eastern Management School, Bangalore, in the year 2013
Computer Skill Set :
Operating System   
: Win xp, Vista, Win-7.

Desktop Packages      :     Ms-Office 

· Ms Word 

· Ms Excel 

· Ms PowerPoint 

· Ms Outlook 

      Knowledge of Internet, Email, Social Networking sites etc. 

Professional Experience :
Worked As : Senior HR Administrator at S&S Global Solution  from 
 10-09-2013 to 10/07/2017
Job Responsibilities :

· Administrating employee benefit programs
· Helps by screening applicants
· Orienting new employees 
· Target achieving techniques
· The ability to motivate people 

· Good spoken and written communication skills 

· A responsible attitude 

· Good 'people skills' for building relationships with colleagues at all levels 

· The ability to plan and priorities your own work and other people's 

· An understanding of computer systems and cash registers, for some jobs 

· Calmness under pressure 

· Decision-making ability 

· Accuracy with record keeping 

· IT skills

· A team player
· Excellent leadership and managerial skills
· Able to make solid business decisions
· Professional, and positive
· Integrity, initiative and focus
· Able to think, communicate and present information effectively
· Have good coping skills
· Able to motivate self, team or staff
· Able to use computer or IT equipment proficiently
Soft Skills: 

A strong work ethic, doing whatever it takes to get the job done. Results oriented personality.

Contributed to environments that encourage information sharing, team-based resolution activity, cross training and an absolute focus on resolving customer cases as quickly and effectively as possible. 

Ability to prioritize and drive simultaneous deliverables.

Ability to handle difficult situations with diplomacy and tact. 

Strong interpersonal skills. 

Ability to work efficiently and independently.
Key Skills:

A highly motivated and ambitious individual able to give timely and accurate 

advice, guidance, support and training to team members and individuals. Possessing 

excellent management skills and having the ability to work with the minimum of 

supervision whilst leading a team of twelve or more. Having a proven ability to lead 

by example, consistently hit targets, improve best practices and organize time 

efficiently.
Now looking forward to a making a significant contribution to the company that offers a genuine opportunity for progression.

Personal Characteristics  :   

Very Well Organized , Honest , Reliable ,  Articulate   ,Open to New Ideas , Quick Learner, Dedicated , Analytical , Optimistic &  Communicating with Clients / Customers & Vendors.

Communication Skills   :

Excellent communication with people of all ages & nationalities. Liaising with staff and 
other administrative departments. Public relations skills, excellent written language skills.


If my application interests you it will be my privilege to give any other relevant information you may require and I would immensely consider it as my honor and I will try my best to satisfy my superiors.
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