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CAREER OBJECTIVE

An aspirant aiming career in a dynamic organisation where I can enhance my skills and knowledge through continuous and innovative learning process, which help the company to utilize their resources more effectively by continually adding value to self and the organization

SUMMARY 

A qualified MBA Professional with high level adequacy in skills and ability to perform the tasks and duties that the position holds. Possess two years of experience as HR/Admin Assistant with an excellent track record in the discipline of HR/Admin. 
ORGANISATION SCAN

· January 2012 – June 2014 : Enterprise Limited as HR/Admin Assistant
Provides HR/Admin support to ensure that all company operations are maintained in an effective, up to date and accurate manner
Notables:
· Answering phone calls, dealing with enquiries and provide general information to customers
· Greeting and assisting visitors to the office
· Provide information to internal colleagues or external enquirers
· Making sure that all employee records are accurate and well maintained.
· Supporting employee training initiatives
· Supporting the daily office operations
· Carrying out disciplinary action against employees
· Carrying administrative duties such as filing, typing, copying, binding, scanning etc
· Updating the HR calendar with staff annual leave dates
· May 2011- January 2012 : School Lane Off License Store (42 A School Lane, Bamber Bridge, Preston, United Kingdom, PR5 6QD) as Store Assistant
Responsible for maximizing sales and providing excellent customer care to shops customers. Constantly working to develop and increase sales under the supervision of the Shop Manager
Notables:
· Assisting customers in the selection and purchase of items and giving expert advice to customers regarding products
· Greeting customers as they enter the store
· Promoting the shop and its products at every opportunity
· Attending relevant staff training sessions as and when required
· Checking and removing out of date products
· Creating a safe shop floor environment for shoppers and staff 

	


EDUCATIONAL QUALIFICATION


2012-2013

Master of Business Administration (Executive)

University of Wales, United Kingdom
2011-2012

Postgraduate Certificate in Business Administration

University of Wales, United Kingdom
2007-2010

BSc Polymer Chemistry





University of Calicut, Kerala
2007


Higher Secondary Examinations

Government of Kerala
2004


Secondary School Leaving Certificate Examination.
Government of Kerala
MANAGEMENT THESIS 


How Training and Development makes an impact on Human Resources Development - A Case Study Analysis on Tesco.

Abstract
The research emphasises on the various training & development methods that have been implemented in Tesco (Tesco Superstore, United Kingdom) for the development of their human resources.
STRENGTHS


	· Adaptability
· Team Player
	· Patience
· Commitment


SKILLS

	· Communication Skills

· Interpersonal Skills
	· Computer Skills

· Analytical Skills



LANGUAGE KNOWN

Read, Write and Speak 
: 
English (fluently), Hindi (basic competency) and Malayalam.

EXTRA CURRICULAR ACTIVITIES 
 
· Participated in BALL BADMINTON at District & State level under Kerala Sports Council.

· Actively participated in National Social Service camp conducted by M.E.S Arts and Science College.
· Selected as the Best Camper in 10 days N.S.S camp during 2008 to 2009
· Served as college tour operator in M.E.S Arts and Science College during 2009 to 2010.

PERSONAL DETAILS



Date of Birth 

: 
25th July 1989.


Nationality

:
Indian

          Visa Status & Expiry   :          Visit Visa
















