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CAREER SUMMARY:
Administrative support offering versatile office management skills and proficiency in Microsoft Office programs. Strong planner and problem solver who readily adapts to change, works independently and exceeds expectations. Able to meet tight deadlines without compromising quality.
SKILL SETS:
· Problem solver

· Multi-tasker

· Knowledge in HR activities

· Time management skills
EXPERIENCE:
· 3 years experience as HR coordinator at Leopards Media since 6 July 2011 to 18 Aug 2014
Key Responsibilities Handled:

· Answering a multi line telephone system.
· Process new employees through the company orientation program which includes company rules, regulation, culture, etc.
· Maintaining personal files of employees and documentation.


· Handling leaves records and attendance system.

· Ensuring the recruitment and selection process is followed.
· Explaining the policies, procedures, benefits, and what will be expected from them as new employees.
· Salary negotiation with shortlisted employees and making them aware of the salary structure & policies the organization is following
· To detect and handle complaints, disputes and grievances of all staffs and to report them to the management.                            
EDUCATION:
· MBA in HR & Finance from CUSAT 
· B.Sc  Electronics graduate from Kerala university

TECHNICAL SKILLS:

Proficient in the use of computer programs such as Microsoft Word, Excel and Power point.
PERSONALITY:
Hard working and excellent communication skills. Worked efficiently as an individual as well as in team environment.
HOBBIES:

· Gardening
· Drawing 
· Net surfing
PERSONAL DETAILS:
Date of Birth  : March-07-1988

Languages      : English, Hindi and Malayalam

Marital Status: Married
Visa Status      : Husband visa
I hereby declare that the details furnished above are true to the best of my knowledge.
