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Career Objective
Looking for a company in a challenging environment, utilizing my skills and desire to learn, thereby expand my knowledge which would ultimately contribute to the achievement of the corporate goals of the organization.
Roles and Responsibilities
Human Resources:  

· Employee interviewing, hiring, supervision, evaluation and discipline.
· Skill development programs created, documentation and performed on-site training.
· Implementation of MIS and reporting to Senior HR Manager on fortnightly and monthly basis for Productivity enhancement.
· Responsible for helping recruitment activities functions like short listing and arrangements for conducting interview and fixing appointment.
· Encouraging Employee Involvement and coordinate employee safety, appraisal, welfare and wellness.
· Evaluating monthly Performance of the employees.
· Maintaining proper coordination and liaison with all the departments.
· Maintaining leave register records and leave applications files of all employees.
Administration:

· Administering all disciplinary matters, performance of management systems and organizing domestic enquiries.
· Task allocation and job scheduling arrangements to all departments.
· Responsible for various admin activities like arranging AMC’s for air-conditions, computer systems, machineries etc.
· Collecting and recording statistical and confidential information.

· Assembling and organizing bulk mailing and marketing materials.

· Data entry with exceptionally fast typing and related Office Administration activities.

· Organization specialist able to ensure smooth and efficient flow of functions.

· Progressive experience in office management, scheduling, and support services, data analysis and research collection.
· Organized, efficient, and precise with strong communication and liaison skills.
· Using content management systems to maintain and update internal databases.

· Liaising with staff in other departments and with external contacts.

· Ordering and maintaining stationery, purchasing goods and equipment, as required and processing invoices.

· Using information systems to preparing reports and manipulating statistical data for internal and external use.

· Photocopying and printing various documents related to organization for submitting various government inspections.
· Attending meetings, taking minutes and keeping notes.
. 

Information System:

· Maintain the human resource information system and necessary data bases for all employees.
· Devising and maintaining office systems.
Financial:
· Managing and maintaining budgets, as well as invoicing and ensuring financial systems are followed.
· Supervise payroll activities and audit the files related to organization.
Work Experiences
· ADMINISTRATOR in OMD Matric Higher Secondary School, Vazhacheri from the period of September 2014 to January 2015.
· HR EXECUTIVE in AADHITYAA INFOMEDIA SOLUTION, Chennai from the period of July 2012 to April 2014.
Educational Background
Completed a Master of Business Administration (M.B.A) in discipline of Human Resources and Marketing at Aalim Muhammed Salegh College of Engineering, Chennai (affiliated by Anna University, Tamil Nadu, India), passed with CGPA 7.32 during Aug’2010 -May’2012.
Soft Exposures
· Proficiency in Microsoft Office applications, Adobe, Tally and various applications.
· Well versed knowledge in Internet search, Job portals, Emails and Social Medias. 

· Programming Knowledge in C, C++, Java and HTML.

· Familiar in working of various Windows OS.
Co- Curricular Activities
Academic Project
Project Title:  “A STUDY ON FUTURE OF ONLINE RECRUITMENT”

Project Description: A research study about recruitment as how far jobseekers and recruiters use job portals in India and also future of online recruitment.
Personal Attributes
Date of birth

: 02.03.1988

Gender


: Male

Nationality

: Indian

Marital status              
: Single

Languages known
: Tamil, English.
Religion

: Muslim

Visa Status

: Visit Visa 

Declaration


I (Mohamed Fazuludeen) hereby declare that the above details are true and best of my knowledge.
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