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JOBOBJECTIVE:-
Toworkin a companythatencourages learning and hasaproactive environmentso thatIcangrowwith thecompanyandgain valuable experience. With HR asmy professionI amdreaming andworkinghardto reachthe best possibleheights onthe job
EDUCATIONALQUALIFICATION:- 

Academic
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Post-Graduate degree in Human Resources Management from Ignou University
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Bachelor of Business AdministrationfromCalicutUniversity
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Plus 2 from Ansar English School Perumbalavu
COMPUTERSKILLS
AccountingPackage
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Quickbooks
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Tally
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Peachtree
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MicrosoftOffice
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WordProcessing,
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Excel
SOFTSKILLS
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Good communication skills
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Patient tolistening
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Ability to hardworking
LANGAGUE SKILLS
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English-read,writeandspeak [image: image15.png]


Hindi–read,writeand speak [image: image16.png]


Malayalam–mother tongue
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Arabic_- read,write
WORKEXPERIENCE:-from 2013  to 2015 February
Amboos Agencies Valayamkulam, Kerala India

        Amboos agencies are the number one dealers of ice cream products of Adityaa milk ice               cream in Kerala market.

DUTIES&RESPONSIBILITY’S.
· Substantiates applicants' skills by administering and scoring tests.

· Schedules examinations by coordinating appointments.

· Welcomes new employees to the organization by conducting orientation.

· Provides payroll information by collecting time and attendance records.

· Submits employee data reports by assembling, preparing, and analyzing data.

· Maintains employee information by entering and updating employment and status-change data.

· Provides secretarial support by entering, formatting, and printing information; organizing work; answering the telephone; relaying messages; maintaining equipment and supplies.

· Maintains employee confidence and protects operations by keeping human resource information confidential.

· Maintains quality service by following organization standards.

· Maintains technical knowledge by attending educational workshops; reviewing publications.

· Contributes to team effort by accomplishing related results as needed.

SKILLS
· Good Communication and people skills.

·  Confidence, motivation and determination.

· The ability to work well on my own and also as part of a team.

PERSONALDETAILS:-
	Date of Birth:       9th may 1991

	Marital Status:     Married

	Hobbies :               Reading books

	Visa Status           visit visa


