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Career Objective
Seeking and challenging position in the organization that will enable me to utilize my experience, organization skills in achieve career growth and there by contribute towards business excellence and grow to a management level. 
Professional Experience
Organisation   :           Silver Cloud Technologies Pvt Ltd
Duration          :           Since March 2014 to January 2015
Designation     :           HR Assistant
Industry           :            IT/Software
Primary Responsibilities:
HR Assistant-Operations.
· Conducting induction for new joiners.
· Coordinating between the Administration and Accounts department for the joiners.
· Joining Formalities.
· To prepare Offer and Appointment letter for the new Joiners.
· Confirmation letter for the employees after the completion of the probation.
· Monthly report to the Accounts Department, regarding new joiners, exist employees, and for an absconded employees.
· Employee engagement activities.
· Existing Formalities.
· To prepare Reliving, Experience and Full and Final Settlement for the existing employees.
HR Assistant-Recruiter.
· Screening the Resume’s from the various portals and Job Post for the same.
· Telephonic and first round of interview.
· Scheduling the interview and to keep follow up with them.
· To make offer and them understand the salary break-up.
Organisation   :        IBM Info Services
Duration          :           Since January 2012 to March 2014
Designation     :           Helpdesk Executive and customer support agent
Industry           :           Technical Support Services
Primary Responsibilities:
· Co-ordinating with customers telephonically for the queries raised.

· Assigning technical issues to the engineers.

· Communicating with customers for feedback.
· Follow up with engineers till the issue get resolved.

· Training engineers and co-ordinators about the new changes in the process.

· Preparing & maintaining daily/weekly reports for personal & management reference.
Educational Qualifications

	Course
	Board of Education
	College/School
	Year of  Passed Out

	MBA(HR & Finanace)
	Osmania University
	Omega PG College, Ghatkesar
	2012-2014

	B.Tech

(IT)
	 JNTU
	Samskruthi College of Engineering and Technology, Ghatkesar.
	2007-2011

	Intermediate

(MPC)
	Board of Intermediate Education, Hyderabad
	Narayana Junior College, Malkajgiri.
	2005-2007

	SSC
	Board of Secondary Education, Hyderabad
	Balaji High 
School, Malkajgiri.
	2004-2005



Technical Skills
· I have proficient knowledge on Microsoft Office, Microsoft word, Outlook, Ms Excel and Ms Access.
· Sound knowledge on various operating systems like Microsoft Windows  2003, 2008, Vista and XP.

Reference would be provided upon request.
