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Objective:
Successful human resources executive with track record of making positive changes in organization’s culture, developing motivated staff, enhancing professionalism, and leading HR operations to an increased organizational effectiveness in the following fields/areas:

Organization Culture Development | Team Leadership

Team Development and Management

Talent Retention | Recruitment | Change Management

Performance Management | Employee Relations | Succession Planning

Incentives and Compensation
Career Details:
1. INCA Tanvir Advertisement LLC                                                                                Oct 2013 – Till date

Sharjah
Position Holding:

HR and Admin (Assistant To finance Director)
Job Responsibilities

HR:

1. Responsible for the full employee life cycle from recruitment, induction to exit, and for providing full administrative support. Also involved in the day to day HR activities.
2. Recruiting, Conducting Preliminary test & interviews, Convey the Policies and rules to the employees.

3. Providing Induction for new joiners about company goals, product, customers, employee benefits such as public holidays,Group Personal Accident Policy, Transportation Facility,Employee Recreation, Job Location, Job Tasks, Job Objective, and Relationship with Other Jobs, Smoking Zone.
4. Formal introduction with Boss and other colleagues and briefing their job description to new employee.

5.  Orientation about the lunch hours, dining room, fresh room, rest rooms and first aid box, fire extinguisher ete.
6. Space allocation and arranging for email Id’s by coordinating with IT department for new employees. Signing on in biometrics, issuing keys and passwords, explaining no go zones, emergency procedures.

7. Enrolling them on company transport.

8. Collecting Photos, attested certificate, Passport ,NOC for Processing Visa and labour card. 
9. Registering employee Finger print in Biometrics and updating all the employee personal and profession details in HRIS. Marking public holidays, Annual leave, Sick, Casual leave in the system. 

10. Track the daily attendance of the employees. 
11. Maintaining Leave forms- Annual & Casual, Sick leave, Leave proceeding & leave resumption forms.
12. Present the employee’s performance report in front of Finance Director.

13. Preparing offer letter, appointment letter, confirmation letter and increment letter, Termination letter, experience/service certificate, relieving letter as and when required.

14. Sending Absenteeism notice, warning letter, Memo for public holidaysetc.
15. Processingpayroll via WPS, leave salary, other benefits and end of service benefits.
16. Enrolling employees in Group life insurance policy, Medical insurance Policy.
17. Employee record keeping.

ADMINISTRATION:
1. Arrangements Of Employment Visas, Dependent Visas & Labour Cards For All Employees, Related Government Approvals, Regular Updates And Renewals.
2. Annual, Bi-Yearly Renewal Of All Government Licenses Such As Trade License, Establishment Card, Computer Card, Chamber Of Commerce License, Company Tendency Contract, Public Relations Officer Card, E-Gate Card.

3. Arranging For Police Report  forPRO Card Renewal. 

4. Registration And Renewal Of Insurance Of Company’s Vehicles, Equipment, Property.
5. Assist Office Manager With Annual Renewal Process Of All Leases For Offices Used By The Company, Including Long Term Lease Payments For Real Estate, Organization Of Certificate Of Good Standing, Alignment Of Insurances, Parking Slot Contracts

6. Coordination Of All Maintenance Services For Company’s Offices Including Electrical, Mechanical Etc.
7. Coordination Of Shipping Or Delivery Services For All Packages And Bulk Products.
8. Maintenance Coordination Associated With IS Hardware/Equipment. Includes Computer Maintenance & Repair, Including Warranties, Annual Maintenance Contracts
FINANCE:

1. Preparing redemption documents for company investments- Mutual Funds, Shares, Fixed Deposits and arranging to collect remittance from authorities.

2. Managing investment, KYC forms and other correspondence with Banks, Mutual Fund firm’s ete.

3. Reconcile the problem with unclaimed dividend for company’s investment and writing letters to appropriate heads to resolve the issue and credit the funds to company account.

4. Depositing the dividend cheques/ interest warrant in appropriate bank account.

5. Sending Bank mandate, details for wire transfer to banks, Mutual fund firms to receive dividend /interest for the investment company has made on equity/Mutual fund/ Debentures/ deposits etc. 

 2. FE India Ltd, Chennai                                                                               Oct 2010- Nov 2012

 Position Holding:                                                                                  
Mutual Fund Data Analyst

Responsibilities

· Collect the data about the onshore and offshore Mutual fund details and analysis as documentation to the customer.

· To analyze the different types of projects and handling the queries in an effective manner to produce in a quality way to clients or investors.

· To find the various solutions of the fund groups and help our clients to view the ranking and rating of the funds.

· To analyze the different type of data quality report and handling the queries in an effective manner to produce quality output.

· To collect, validate dissemination and analysis of fund information & Review Analytics & Trustnet details

· Efficient Handling of FE Analytics,finXL to pull out data about the UK , European and global investment funds, pension funds, life insurance funds, offshore funds, offshore life insurance funds, ETFs, investment trusts , VCT s and hedge funds.

· Collection of  fund prices, dividends, histories, corporate actions (capital events) and histories, performance, volatility and key investment ratio figures factsheet information holdings, sector/region weightings, fund manager biographies,asset allocations, benchmark for over 200,000 UK, onshore and international fundsat unit level and share class level &update in facteditor.

· Collecting data such us Fund Objective, Top 10 Holdings, Sector allocation, Benchmark, Asset allocation, Regional allocation, Fund manager and his biography, Index, Charges such us intial,exit charge,TER (Total expense ratio), watermark, hurdle rate via SQL and mapping tool to enable fund factsheets Production. , this helps our clients to view a complete report of   the product & Load it in fact editor (SQL).

· Extensive  Knowledge of 

· The Adviser Fund Index 

· FE Crown Fund Ratings

· FE Alpha Manager Ratings

· Fundswire

· morning star

· Bloomberg

· Analytics


· Data feeds

· Factsheet and literature Production

· www.fundlistings.com

· www.investegate.co.uk

· Webtools

· www.trustnet.com

· Kii Hub
3. IBM India, Chennai                                                                                Feb 2010 - Apr 2010

Position Handling: 

Associate- Customer Relations

Responsibilities

· To handle Citi bank customer relation operations for credit card Section.

· Solving all queries related to customer credit card bills, payment, Transactions.

· Cross selling loan offers if available.

· Taking complaint about false/fake transaction in customer credit card and resolving in coordinating with fraud detection department.

· Recording details of each query made by the customer in the banking database.

· Redeeming reward points gained by the customer as per their request.

Professional Achievement

· Involved in Underlying factsheet information Collection project for AXA & standard Life Mutual fund groups

· Involved in KIID Mapping Projects, Charges & hedge info Projects

· Got “Best Trainee Award” In IBM India Ltd 

Qualification
	M.B.A (Finance & Marketing) 

2010
	SRM Valliammai Engg. College, Anna University


	82% (got 19th rank in the University)

	B.SC (Clinical Nutrition & Dietetics)  2008
	J.B.A.S College for Women, Madras University
	80.2% (got 4th rank in the University)

	Diploma in Hospital Management
	Madras University
	First Class

	H.S.C (Bio- Maths) -2005
	N.S Girls Hr.Sec.school
	91.2%

	S.S.L.C -2003
	C.N.M.S Matriculation Hr.Sec.school
	87%


Project

1. Igarashi Motors Pvt Ltd - Analysis of financial performance of Igarashi motors
2. Share Khan Pvt Ltd- A study on perception of investors towards futures and options with special reference to share khan limited

Internship:

Ramachandra Multi specialty hospital- Chennai

Cherian Heart Foundation- Chennai

DurgaBai Desmuk Hospital-Chennai
Personal Information:

Date of Birth: 14-03-1987

Gender                          : Female
Marital Status           : Married


Languages known    : English, Hindi, Tamil and Malayalam
Nationality                 : Indian
