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HR & Administration Executive
In response to your search, I believe my experience and my abilities will qualify me for consideration. If you would like, I can provide you with current samples of my work. To further acquaint you with the specifics of my background I am enclosing my resume. 

Career Objective 
I aspire for a career that would provide me sufficient opportunities for continued growth, challenges and achievements, where my ability and education are fully utilized.          


Education & Qualifications
· Completed MBA with the dual Specialization of Human Resource & Marketing from Gayatri vidya prashad from Andhra University 2011.
· B.SC (Computers) from Andhra University 2009.

· 10+2 from Board of Intermediate Education 2005.

·  SSC from Board of Secondary Education 2003.              
Professional Experience
· Organization:                    Reputed Firm India Pvt Ltd
· Designation:                      HR & Administration Executive 
· Experience:                       3 Years 10 months
Communication & Customer Service
· Communication with a wide range of people on all levels-colleagues, management /external clients
· Drafting formal correspondence across a range of Professional, Recruitment and HR contexts

· Multi-language skills: English and Telugu

· Equally able to discuss general Office, Recruitment & HR matters
Problem Solving
· Logical and methodical approach to solving departmental systems  
· Solving welfare issues

· Solving Office, Recruitment and HR issues for management and employees when needed
Interpersonal & Teamwork
· Able to work with various departments and line managers simultaneously and delivering professionalism at all times

· Interested to learn new concepts and apply

· Thirst for knowledge about my fields of interests

· Responsible, loyal and dedicated-sees the assignment through to the end

· Able to learn quickly and effectively adapting to new situations calmly and composed

· Team working skills, developed through working with fellow colleagues at all levels
· A quick learner with ‘Can do’ attitude & Confident approach towards arriving at a solution.
Achievements/Extra-Curricular Activities
· Event Organizer in ASTHRA 2010 management meets a national level management student’s meet, organized by Gayatri Vidya Parishad Degree and PG College, Visakhapatnam.
· Champions of Management Simulation games conducted in Gitam college 
· An award of Excellent organizing the events in Degree & PG College

· Participated in CII programme on Emotional Intelligence  at Visakhapatnam

· Co-ordinating and supervising several internal and external Jobs Fairs / Exhibitions, Work Shops, Projects and employee Talks
· Organising meetings, exhibitions and conferences with management & staff

Organisational skills
· Pre-Recruitment
· Recruitment & Selection
· Joining Formalities
· Time office Management
· Employee Database & Confirmation Formalities
· Training and Development
· Performance Appraisals & Employee Relations

· Event Management
IT Skills
Microsoft applications: Word, Works Excel & PowerPoint & Outlook and Internet
Academic Projects
1) Organization:               Hindustan Petroleum Corporation Ltd                 

    Designation:                 Project Trainee

    Duration:                      2 Months [May, 2010 – July, 2010]

    Title:                              Employee welfare.

2) Organization:              Reputed Firm India Pvt Ltd
    Designation:                Project Trainee

    Duration:                     3 Months [Dec, 2010 – Feb, 2011]

    Title:                             Recruitment (Live Project).
3) Organization:              Reputed Firm India Pvt Ltd
    Designation:                Executive
    Duration:                     2 Months [April, 2012 – June, 2012]

    Title:                             Recruitment Survey (Live Project).
Personal Details
Date of Birth: 
            21-06-1988

Languages: 
            English, Telugu
Sex:                                  Male

Marital Status:               Single
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