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overview
· A dynamic professional with 4 years of rich experience as an HR Assistant cum REPORTING OFFICER in LAVAJET Al ain UAE(since June 2011)

· 1 and a half years of proven work experience as RELATIONSHIP OFFICER at Danalaxmi bank Kallambalam branch  kerala

· A competent and organized individual who is able to work as part of a team and manage several priorities at any one time Possess strong analytical and problem solving skills, with the ability to make well thought out decisions.

· Excellent written and verbal communication skills.
· Highly trustworthy, discreet and ethical.

· Resourceful in the completion of projects, effective at multi-tasking.
·  Strong fundamentals in Business Administration

· Able to analyze and interpret complex information

· Able to deal with highly confidential matters professionally 
· IT Skills

· Tally Accounting 9.0
· Quick books
· MS Office 

· Peach Tree

· Operating System – Windows XP/ Windows7/ Windows8
SCHOLASTICS
· MBA (Specialized in HR and  Finance) from TKMCE,M G University, India - 2011
· Bachelor of Business Administration  (BBA) (University of Kerala) 
· Diploma in computerized accounting from accounting service society India

Professional Experience

	LAVAJET & N.B.H.H  Al Ain  (UAE)
HR Assistant Cum Reporting Officer


	August 2011 – till date


      Accountabilities
· Plan, design and organize the process of employee joining, induction and training, ensuring that all activities are completed efficiently and effectively. 

· Manage recruitment activities, including advertising, short listing and interviewing candidates. 

· Plan and organize the process of employee leaving, ensuring the leaving activities are completed efficiently and effectively. 

· Accurately respond to queries from line managers and staff with regards to local employment regulations, policies and procedures. 

· Manage and maintain the employee database for time and attendance data. Plan and manage a process to capture and rectify errors and mismatches in the   database. 

· Manage and control the safe keeping and movement of staff personal files ensuring that all important information of staff are recorded and retrieved only by authorized personnel. 

· Ensure that team members understand HR policies by effectively communicating and conducting periodic training on policies and procedures. 

· Accurate and timely processing of payroll data.

· Preparing & processing of workers’ compensation claims.
·  Assisting in short listing of suitable candidates from the applications

· Provided administration support to the HR manager in all HR related matters

· Organizing and arranging interviews for candidates

· Analysing and interperting of datas 
· Time keeping, 

· Prepare Daily  month end and year end reports .

· Maintaining employee personnel and leave records.

· Filing of payroll/personnel data.

· Maintain payroll information system with employee data.

· Processing and calculation of termination payments.

· Leave reviews and adjustments as required. 

· Work closely with management and employees on all grievance issues within the company

· Work closely with senior management to identify, develop and implement training and development programs in line with the business objectives

· Developing and improving existing HR procedures and processes

· Monitor incoming emails and answer or forward as require.
· Administrative and data inputs support for project ,successful delivering and maintaining high level data quality to the customers .
·  Follow up a process of invoice both Internal and external.

· Processing Invoice and delivery notes by software.

· Preparing Export Customers invoices and delivery notes with legal formalities.

· Archiving of Invoice data according to its categories
	Danalaxmi bank
         Kallambalam , India
REALATIONSHIP OFFICER

	March 2008 – April 2009


Accountabilities
· To develop marketing campaigns.

· The role includes planning, advertising, public relations, organizing events, product development, distribution, sponsorship and Research.  

· Managing the entire gamot of task in the branch including new accout opening,issue of cheque books,debit cards,and updation of account statement and pass book undertaking tally of routine accounts

· Ensuring achivements of sales target as per the predefined parameter
· Follow up, collection and allocation of outstanding payments.
·  Establish close relations between bank executives, and auditors, ensuring    conformity with all regulatory bodies.
· Carry out billing, collection and reporting activities according to specific deadlines.

· Monitoring customer account details for non payments, delayed payments and other irregularities.

· Follow established procedures for processing receipts, cash etc.

· Prepare bank deposits.

· Investigate and resolve customer queries.

· Organizing a recovery system and initiate collection efforts.

· Communicating with customers via phone, email, mail or personally.
·  Conduct branch meetings.

· Suggest and implement new ideas to improve the branch profitability
.

	INDUSTRIAL TRAININGS

Organizatoin        - LAVAJET Al ain

Project                   -Data Analysis and interpertation

Duration                - September and october 2011

Scope                      -This project involeved preparing various kinds of reports(Daily ,monthly and 

                                  Yearly)

Organization        -Danalaxmi bank, India 

Project                   -Sales trainig programe              

Duration                - 1 month

Scope                      - Create leverage and customer relationship, Increase understanding of customer

                                  Management techniques improve self-motivation and help sales people to identify

                                  The opportunities 



ACADEMIC PROJECTS 

· Organizational study for MBA was conducted at ‘Deshabhimani Daily’.The study was done to understand how an organization functions with its various Departments. –Internship of 3 months 

· Final project for MBA was conducted at QCML chathanoor kollam on financial analysis and interpretation–Internship of 6 months 

· Main Project done for BBA was ‘Marketing techniques used by Panama’.The study included analyzing the various marketing techniques adopted and the success of the same. 

PERSONAL DOSSIER

Date of birth                        -March 2 1985

Languages known               -English, Malayalam, Hindi

Visa Status                             - Employment visa (Transferable)

DECLARATION


           I affirm that the above given details are true to the best of my knowledge.

References

References are available upon request
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