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Objective:

Looking to join a reputable and exciting organization where I can progress quickly and have the opportunity to develop an enviable career profile.


An MBA graduate from UK specialized in HR and SALES with a successful track record of nearly 5 years in the areas of customer service, office administration, and operational activities. Proficient in Client Service exceptionally organized and disciplined; posses well developed interpersonal skills and the ability to lead, motivate and to be a team player
Highlights of Qualifications:
HR Assistant

· 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.

Cashino - HR Assistant 
CASHINO  Gaming Ltd, Tooting Broadway London   (June 2012 - Sept 2014)
Responsible for the full employee life cycle from recruitment, induction to exit, and for providing full administrative support to HR Managers and Officers. Also involved in the day-to-day running of the HR office.

Duties:
· Maintains employee confidence and protects operations by keeping human resource information confidential.
· 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 quality service by following organization standards.

Cinnamon Soho restaurant -part time (feb2012-june2012)
Responsible for kitchen duties specially cutting vegetables and preparation of cold food items. Assisting chef for making breads and making accompaniment for all the sea food items. 

Ensured apt portions, chopping and storage of ingredients as needed for preparation of food items.

    Cleaned, peeled and plated fresh fruits and vegetables.

    Prepared ingredients with right weigh, measure and mix.


Followed recipes meticulously to cook food keeping up with quality standards and presentation instructions.


Used efficiently kitchen equipments including ovens, grills, fryers, stoves and microwaves.
    Inspected food preparations for quality and quantity.

    Supervised cooking procedures at every step to ensure quality is maintained.

    Served cooked food items in appropriate portions onto apt receptacles.

Sales Executive  (Part time)- NOW MOBILE (sept 2011- Dec2011)
Responsible for developing a portfolio of accounts through new business development. Also in charge  of  looking  for  bring  opportunities  and for  managing  the  full  negotiation  and  close process with clients from start through to finish.

    Managing the sales process for new prospects, from initial contact through to closure.

      Dealing with customer enquiries face to face, over the phone or via email.

      Contacting prospective customers and discussing their requirements.

      Achieving all revenue targets & objectives in line with the Area Business Plan.



Working closely with the marketing team to produce any sales collateral required for the target market.

      Reporting business trends and area performance to the National Sales Manager.

      Developing & maintaining successful business relationships with all prospects.

      Identifying what customers want.

      Planning and organizing the day to ensure all opportunities are maximize
· Developing a full understanding of the business market-place.
Catering Service:  
Team Leader
Independent Catering (Part-Time) March 2005 to April 2009 Bangalore, India

Job Duties:
· Direct and Co-Ordinate the activities of staff operating kitchen and preparing, portioning and serving food

· Forecast menu requirements based on master menu and prepare production sheets and order for food prep staff

· Estimate requirement and order food, equipment and supplies

· Set up schedule for staff and train new employees

· Maintain food and equipment inventories

· Ensure health and safety regulations are followed

· Supervise dining area and outdoor catering events, wedding receptions and banquets.


      Certificate of industrial training (GOLDEN PALMS 2009)
      Certificate of "Campus2corporate: Professional & Social Skills"2009

      Certificate of "Wine Appreciation and Tasting"2009


   Able to interact with different levels of people.

   Good Team player.

   Good observation skill.


Able to work in various streams of accounts through the knowledge of previous experience.


MBA (General Management) University Of Wales (2011) UK Specialized in HR and SALES
Bachelor of Hotel Management (2009)


·    Nominated twice as the best employee of the month among the whole

Cashino branches in UK.

·
Excellent knowledge in Microsoft office tools (MS Excel, MS PowerPoint, MS Word)


Age & Date of Birth      : 17-04-1986

Nationality

   : Indian

Gender                       : Male

Marital Status              : Single

Current location           : Dubai

Language known          : English, Hindi, Malayalam and Tamil.
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