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Present Working Organization         : Coastal Projects LTD
Nationality                                            : Indian 

Date of Birth                                         : 05/05/1987
Marital Status                                      : Married 

Languages Known                               : English, Hindi, Kannada and Marathi 

Total Experience in HR                      : 3 years 

Total Experience in UAE                    : 2 years 

PROFILE BRIEF
A highly motivated and adaptable Master degree in MBA with 3 years’ experience in HR business background, to firmly associate and lead strategic portfolios of a Dynamic Multinational Organization that offers profound opportunities in a performance driven and team centric environment. 
PROFESSIONAL QUALIFICATION                                                                                
	QUALIFICATION

TITLE


	FULL

TIME/

DISTANCE/

ONLINE


	YEAR OF

ACHIEVEMENT


	UNIVERSITY

/INSTITUTE


	COUNTRY

	MBA  in HR & Finance 
	Full Time
	2011
	VTU UNIVERSITY
	INDIA



	BCOM 
	Full Time
	               2009
	Karnataka State Women’s University
	        INDIA


PROFESSIONAL WORK EXPERIENCE
ORGANIZATION           : COASTAL PROJECTS LTD

DESIGNATION              : HR Assistant
DURATION                    : Jan 2014 – Till Date
Roles & Responsibilities:
· Independently handling Payroll Activities max of 850 No’s of employees.

· Process Monthly reports to the finance department like Salary abstract, Provident Fund Other Advance if Telephone Statement.

· Preparation of MIS, New Joined, Left Service & Transfer employees details, Mess Statement, Telephone Expenses Manpower reports.

· Recruiting & screening of Man power as per requirement.

· Salary processing and issuing pay slip.

· Passing of journal vouchers, receipts and payments etc., in Tally 9.ERP.

· Updating of Creditors statement on weekly and monthly basis & update the same when payment done.

 Organization Management:
· Creation of Org. units.

· Creation of Job and Positions.

· Assignment of reporting structure.

· Cost center assignment
Personnel Administration:
· Hiring new employees.

· Maintaining master & transaction data related to employee.

· Maintaining various actions.

Recruitment:
· Candidate Initial entry.

· Invitation for interview to candidate.

· Offer letter issuing.

· Hiring the candidate on company roll.

Time Management:

· Maintaining shift schedule/rosters.

· Maintaining Absence.

· Maintaining Overtime.
ORGANIZATION            : JBF RAK LLC, (Ras al Khaimah) UAE .
DESIGNATION               :  HR Executive
DURATION                     : Nov 2011 – Nov 2013
PROFESSIONAL WORK EXPERIENCE
· MS Office – (Word, Excel PowerPoint) 
· ERP ECC 6.0, ORION – 10.4 & ARS WIN-NET
[image: image1.png]



1 | Page

