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OBJECTIVE

A  motivated, results-focused Human Resources professional, seeking an Opportunity to utilize career experience, skills, and education to contribute to employer Objectives,profitability,and success with a company offering potential for challenge and Growth.

INTERESTEDHuman Resource Administration, Operations
PROFESSIONAL EXPERIENCE
G-TEC Computer EducationJune-2010 to June-2011
Role:- HR& Administrative Assistant

G-TEC  The world leader in computer Education and IT Education has Centre’s worldwide. G-TEC computer Education is the division of Glosoft Technologies Pvt Ltd. G-TEC realizes the need of the era and specialization accordingly with the innovative programs which suits to the people. G-TEC provides the scientific subjects and methods for the requirement of the people around the world.

Experience and Responsibility:-
Human Resources assistant assists with the administration of the day-to –day operations of the human resources functions and duties. The  HR assistant carries out responsibilities in some or all of the  following functional areas: departmental development, employee relations training and development, benefits, compensation,  organization development, executive  administration, and employment.
· Responsible for manpower planning, recruitment/selection of personnel and induction of new employees.

· Qualified profiles are sent to the respective Business Managers for further consideration.

· Define the recruitment strategy for each requirement and select the suitable channel of recruitment.(Job portals, employee referrals, campus interview,Placement agencies, Global staffing).

· Company employee communication;

· Compensation and benefits administration and recordkeeping;

· Maintaining employee files and the HR filing systems;

· Assisting with day-to-day efficient operation of the HR office.

· Making good relationshipwith internal customer, and the vendors.
PROFESSIONAL EXPERIENCE
HDFC Bank, IndiaNov 2006 to Feb 2008
Role :-Team coordinator & Sales controller

HDFC Bank, the second largest private sector bank in the country, has been declared the “Strongest Bank in Asia Pacific”. In a survey conducted by the Asian Banker magazine, the bank won this honor, beating more than 50 banks across 13 countries in the Asia Pascific region.
Experience and Responsibility:

· Liaising with various Functions and Department

· Customer care & Complaints follow ups.

· Handle requests for  information and  data 

· Prepare written responses to routine enquiries

· Prepare and modify documents including correspondence, reports, drafts, memos and emails.

· Prepare agendas for meetings and prepare schedules

· Update daily sales data and report to Regional  and Branch Manager . 
Technical Knowledge

Applications :    Microsoft office 2003,2007,2010.

RDBMS        :    MS-Access, SQL

Educational Qualification

MBA :- Masters in Business Administration from St: Thomas college of Management, Kerala, India.

BCA :- Bachelors in Computer Application, SB college, Kerala,India.

Multimedia :- From CMS college, Kerala, India.
Personal Details
Visa status                                :-Husband’s Visa

Nationality
:-Indian

Language Known
: - Malayalam, English, Hindi
Date of Birth
:- 5th  July 1984

Hobbies
:- Reading Books, Watching TV, Listening music etc.
Academic Projects


· Training and Development
Objective:

A study of the impact of the training on performance of employees in Rubco LTD

Organization: Rubco Industries, Kerala

Description:

To know the effectiveness of the training program in an organization, i.e. to know whether the trainee understood what is expected out of him or her at the end of the training program.
Personal Traits

· Keen and constant learner with an ability to imbibe new knowledge with ease.

· Good Telephone manners and Patience for hearing and giving solutions on phone.

· Ability to take up challenges and work towards achieving goals with a can do attitude

· A team player with comprehensive problem solving abilities.

· Good communication and interpersonal skills.

· Ability of handling situation with good presence of mind

DECLRATION

I hereby declare that the above written is true to the best of my knowledge and belief.

Date

Place                                                                                       
