IQBAL


Iqbal.150414@2freemail.com 

CAREER OBJECTIVE:

           To work in a firm with a professional work driven environment where I can utilize and apply my knowledge, skills which would enable me to fulfill the organizational goals.

ACADEMIC DETAILS:

MBA - HR and Marketing (2015) – Dhaanish Ahamed Engineering College, Anna University, Chennai
B.Sc Mathematics (2013) - Jamal Mohamed College, Bharadhidasan University, Trichy
WORK EXPERIENCE:

Worked as a HR Recruiter and Administrative Assistant in Genie Consultant Private Limited from August 2015 to January 2017
ROLES AND RESPONSIBILITIES:

· Design and Implement overall recruiting Strategy

· Develop and update job descriptions and job specifications.

· Perform job and task analysis to document job recruitments and objectives.

· Prepare and post to appropriate job board, Newspaper, Colleges etc.

· Source and attract candidates by using Databases, Social media etc.

· Screen candidate’s resumes and job applications.

· Conduct interviews using various reliable personnel selection tools methods to filter candidates within schedule.

·  Assess applicants relevant knowledge skills experience and aptitudes.

· Monitor and apply HR recruiting best practices.

· Provide analytical and well documented reports to the rest of the team.
ADMINISTRATIVE ASSISTANT
· Answering department telephones, relay messages, and distribute information to employees and file employee-related documents.
· Support to executives by scheduling meetings and appointments, making travel arrangements, and processing expense reports.
· Responsible for editing documents and presentations, entering and updating employee information into company databases.

· Provide frond desk support, Administrative support to the organization.

· Performing other duties as instructed by the HR/Admin Manager which contribute to the effective office management & administration of the company
· Managing the routine office Administrative duties.

· provide general administrative and clerical support including mailing, scanning, faxing and copying to management

PROJECT DETAILS
I have Done MBA final year project in HR. Topic is Employee Motivation at Airport Authority of India, Chennai
STRENGTH  

· Having Excellent communication Skill

· One and half years of rich experience in India 

· I am always willing to learn more and fast learner 

· Having excellent Skill Tact to deal with multicultural personnel 

· Excellent experience in Recruiting and Administration 
· Excellent Skill-how to manage multi tasks

SOFTWARE SKILLS 

MS-office 

SPSS

Basic Knowledge in ERP

CO -CURRICULAR ACTIVITIES

· Conducted Bazaar365 Programme
· Conducted Blood Donation & Eye Donation Rally

· Conducted State level seminar at my college

PERSONAL DETAILS  

D.O.B                       : 03-04-1992

          Gender                     : Male

          Marital Status            : Single

          Nationality/ Religion   : Indian / Muslim

          Visa Status                 : visit visa (expires on May 16)
          Languages Known      : English, Tamil, Malayalam (Speak) and Arabic (Read) 

DECLARATION 

I hereby assure that the above-furnished details are true to the best of my knowledge and belief. I also assure that I will be truthful and dutiful to the job assigned to me.
