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CAREER OBJECTIVE:

As an experienced HR professional seeking a Position in HR & Administration, would like to utilize earlier experience and knowledge in HR field by contributing to the progress and advancement of the firm. I would be putting my best use of my knowledge and experience while taking important decisions related to the company and for the people associated with it. 
PROFILE:

A HR Professional with Master of Human Resource Management (MBA) with good administration and communication skills, customer care skills, trustworthy, dependable, able to work under minimum supervision, a mature man with 3 years working experience both Kenya, Uganda, Tanzaniya and India
CORE COMPETENCES:
· Human Resource Skills to guide the staff in the company

· Time Management skills

· Flexible and team player

· Good leadership skills

· Planner ,self starter and results oriented

· A good communicator and motivator

· Computer and other technical skills with an experience of over 5 years

· Excellent presentation skills

· Quick adaptability to new environment

· Enthusiastic learner who quickly grasps concepts and technical skills.

· Working in an environment with minimum supervision.

· Initiative and team building

PROFESSIONAL EXPERIENCES:
 1. COMPANY          :  KAMPALA INTERNATIONAL UNIVERSITY-NAIROBI 

     DURATION         :  Feb 2010 to March 2011,
     DESIGNATION   :  HR OFFICER
     DUTIES AND RESPONSIBILITIES:
· Conducts HR recruitments and developments

· Creating the job descriptions

· Ensures effective hiring procedures in KIU

· Responsible for the developments of staff through job evaluations

· Implements the HR policies that are in place.

· Preparation of payroll for the employees

· Advises management on various HR problems and how to handle them.

· Ensuring the availability of lectures in the university on time.

· Maintaining Employee attendances.

· Ensuring the availability of materials in each department.

· Enforce standards by working through the supervising officers within the system.

· Monitoring the implementation of standards and provide timely feedback to the respective heads of units.

· To establish a staff coordination in the university.

· Introduced new work processes, which improved work efficiency.

· Propose innovations for continuous improvement in the quality of services 

· Plan and manage activities of the QAM unit in accordance with agreed time frames.

· Ensure adequate preparation for visits by external regulatory bodies.

· Time management.

   2. COMPANY             :   SREE SARASWATHY INDUSTRIES, COIMBATORE, INDIA 
       DURATION            :   JUNE / 28/ 2008    TO       29/10/2009.
       DESIGNATION      :   HUMAN RESOURCE RECRUITER AND ADMINISTRATOR
       DUTIES AND RESPONSIBILITIES:
· Sourcing of profiles from the database as per the requirement of the company.

· Develop a pool of qualified candidates in advance of need.

· Conducting a preliminary interview at our office directly or over phone. 

· Informing the selected candidates and coordinate with them for joining with the company.

· Conducting job sampling.

· Checking the physical fitness of the candidates

· Provided  necessary recruitment strategies for marketing and sales support control

· Provided vital assistance in the staff communication enhancement curriculums. 

· Provided development towards newly appointed employee directing them for assessment preparation.

· Able to motivate the team members efficiently and bring about their co-ordination in various work processes in the company.

· Maintaining and performing the salary related work.

· Maintaining Employee attendances.     

· Participating in weekly meeting with the team manager.  

· Time management.

· Personnel File Management- attendance. 
TRAININGS AND SEMINARS

· Have given training on “Quality Assurance and Human Resource Practice in the university” to employee in Kampala international university-dar-es-salaam, Tanzania.

· Participated in National level management meet in Sathyabama University, Chennai, India.

· Participated in  National level management meet(EUGENIX) in NMCC, KKD, India
· Attended an impressive seminars on ASP.NET the development program, India
EDUCATIONAL QUALIFICATIONS:

1. Master of Business Administration (MBA), First class passed in reputed Anna University, Chennai, Tamilnadu, India.

2. Bachelor in Computer Science (B.Sc), First class passed in Manonmanium Sundaranar University–Tamil Nadu, India.
COMPUTER SKILLS:
OPERATING SKILLS                  :   WINDOWS-2003, XP

RDBMS


          :    SQL server


GUI


          :    MS-Visual basic 6.0

GRAPICAL PRESENTATION        :    MS-Word, MS- Power point

REPORTING TOOL                    :    MS-Excel

· Proficiency in preparing daily report and time sheet by the help of MS Office.

· Have adequate knowledge of modern communications with Internet & E-mail.

PROJECT DONE:
· Student Data Entry and Search Using Asp.Net, (U.G).

· A Study on Brand Awareness and Customer Preference, With Regard To IPru Life, Chennai. (M.B.A).

· A Study On Effectiveness Of Training And Development Program In Breaks India Ltd, Chennai.(M.B.A)
ACHIEVEMENTS:
· Won prizes in Ad Zap, Business Quiz and Product launching
· Presented Papers on various topics in the college

· Coordinated various programs in colleges and schools

MEMBERSHIPS:
· Member of HUMAN RESOURCE MANAGEMENT Consortium in India

PERSONAL PROFILE:
Date of Birth
      : 15th June.1983 (27 Years).
Nationality
      : Indian.

Status

      : Single.

Visa                     : Visit visa until 13th July 2011         
Languages known : English, Tamil and Malayalam 
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