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Profile

More than 3 years of experience as HR & Admin in India and one year experience as a Assitant
Teacher in Dubai (With Certificate of Appreciation for “Sincere efforts towards the work”).
Technically sophisticated with good educational qualifications and hands-on expertise. Possess
team-based workmanship, good interpersonal and communication skills.

Microsoft Office || Microsoft Word || Microsoft PowerPoint || Microsoft Excel || Documentation ||
Good Typing Speed || Familiar with HRM Products || Other Admin Products.

Education

M.B.A (H.R.M) - 60% - Andhra University, Andhra Pradesh.
M.Tech (C.S.T) - 72% - at Andhra University, Andhra Pradesh.
B.Tech (I.T) - 62% - Sri Prakash College Of Eng, Andhra Pradesh.
H.S.C - 66% - Nalanda Junior College, Andhra Pradesh.

X-STD - 65% -s Sri Narayana Public School, Andhra Pradesh.
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Training and Project undertaken

. Worked in APEPDCL, Visakhapatnham, as a HR Traineer.

. Key skills acquired during Training: Actively involved in HR audit, Performance Management
System (appraisal), at APEPDCL, Visakhapatnam.

Professional Experience

Company (Present) : o I, Dubai.
Designation : Assistant Teacher.

Duration : Oct 2013 to Oct 2014.

Company : Brand X Company, India.
Designation : HR Admin.

Duration : Feb 2011 to Feb 2013.

Company : Alfa Consultancy, India.
Designation : Assistant HR Admin.

Duration : Sep 2009 to Jan 2011.
Assignments

ASSIGNMENT 1:

Company o0l
Role : Assistant Teacher

Responsibilities:

Assisting the teacher in the management of pupils and the classroom.
Helping children in their studies and all areas of the national curriculum.
Providing general support and one-to-one assistance for pupils.

Helping children with their learning, playing and social development.
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Assisting with the preparation of a comfortable learning environment.
Preparing class registers & accurately updating pupil records.

Delivering educational programmes and assessing their impact on pupils.
Producing accurate and up-to-date records and reports as required.
Meeting parents at Parent Evening’s & updating them on a child’s progress.
Planning learning activities & school trips with teachers.

Producing accurate and up-to-date records and reports as required.
Assisting in implementing Individual Education Programmes for students.
Organising and maintaining books, learning materials and resources.
Providing extra support to children with special needs or those who speak

ASSIGNMENT 2:

Company : Brand X Company
Role

: HR Admin

Responsibilities:

Knowledge of executing HR processes; possess an ability to relate and build a harmonious

relationship with people across all the hierarchical levels in the organization

Capable of maintaining harmonious employee relations among management and workers

through efficient administration processes

Ability in learning new concepts quickly, working well under pressure and communicating

ideas clearly

Entrepreneur Resources Programme (ERP) - updating Employees profile
Preparing Attendance sheets

Keeping attendance, sickness and lateness records for all employees
Recruitment

Local Purchase Order Preparation

Compilation and Documentation

Maintenance of office supplies and stationary

Filing

Employee relation

General office operations

ASSIGNMENT 3:

Company : Alfa Consultancy
Role

¢ Assitant HR Admin

Responsibilities:

Sourcing profiles by visiting job portals, candidate referrals, job posting.
Screening the CV's as well as conducting HR validation.

Conducting preliminary interviews and negotiations with candidates.
Identifying candidates on the basis of technical requirements.

Scheduling interviews and verifying candidate’s credentials and expectations.

OTHER INFORMATION

Marital Status : Married

Visa Type : Spouse Residence Visa
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