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OBJECTIVE
To seek a challenging long-term career oriented employment in the field of Human Resources & 
Administration within a reputed organization to invest all my professional expertise, educational 
qualification to facilitate career growth.
SNAPSHOT 

· Over 2 years of work experience as HR Coordinator in India.

· Well versed in office administration & HR.

· Well versed in MS Office Applications.

· Have excellent customer service & people management skills.

· Can achieve organizational goals by building an effective team.

· Strongly commercial with excellent communication and interpersonal skills.

· Ability to interact well with all levels of the organization.

· Ability to work well under pressure, with drive and commitment.

· A motivator, committed towards growth of people within the organization.

· Skilled at handling day to day administrative activities in co-ordination with internal/ external agencies for smooth business operations.

EMPLOYMENT PROFILE 

· Human Resource Co-ordinator/Assistant, at ITC Fortune inn valley view Hotel,(5 Star) Manipal, India. May 2013 to Feb 2015

· HR Trainee, at Moti Mahal for the period of 6 Months. This was part of my academics.

JOB PROFILE

· To process, verify, and maintain documentation relating to personnel activities such as staffing, recruitment, training and performance evaluations.

· Advertise staff vacancies, assess applications, interview applicants, administer selection tests and make recommendations to management about staff appointments.

· Provide advice and information to management and employees on human resource policies and procedures, including equal opportunity, anti-discrimination and occupational health and safety programmes

· To explain company personnel policies, benefits, and procedures to employees or job applicants.

· To Prepare and maintain department related information for monthly and quarterly corporate reporting requirements.​

· Plan and organize team member events including, training initiatives, orientations, cultural events, all team meetings and retirement parties.

· To track and analyze team members performance appraisals.

· To record the data for each employee, including addresses, absences, supervisory reports on performance, dates of and reasons for terminations.

· Process and review employment applications in order to evaluate qualifications or eligibility of applicants and checking references.

· To Welcome new employees to the organization by conducting orientation.

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

· Looked after recruitment requirements like advertising vacancies; short listing CVs; scheduling interviews; conducting preliminary interviews.

· Assisted the HR Manager in conducting induction & joining formalities.

· Assisted the HR Manager in formulating Standard Operating procedures for smooth operation and coordination between different departments.

· Assisted in implementing disciplinary actions and procedures.

· Taking care of complete Staff Data Base and preparing all letters like Offer, Appointment, Confirmation, Experience and Relieving.

· General correspondence.

EDUCATION

· Pursuing Master of Business Administration -Human Resource (MBA) from Karnataka State Open University, Mysore

· Bachelor of Hotel Management(B.H.M) from Moti Mahal College Of Management, Mangalore University
· Pre-University College(Commerce) (P.U.C) from Manipal Pre-University College - Manipal, Karnataka Board

· S.S.L.C (10th) from Indrali English Medium High School, Udupi Karnataka Board

SEMINARS ATTENDED
· Attended National Level Seminar on Career Development In Hotel Moti Mahal – 22nd March 2010 

· A Seminar on Communication Skills - August 2012.

IT SKILLS

· Good Knowledge of Microsoft Office and IDS Property Management System.

· Keen Knowledge of computer and other important software.
ACHIEVEMENTS
· Secured Third Rank in College Academics.

· In class 10, got gold medal in children's Science exam 

· In my 7th semester of BHM I has scored Hundred out of Hundred in Statistics.

PERSONAL DETAILS 

Date of Birth               

: 28th August, 1991

Nationality


: Indian

Visa status


: Visit visa

Languages known

: English, Hindi, Kannada & Konkani (Read & write) Knowledge of French

REFERENCES
· Shall furnish upon request

DECLARATION
· I hereby declare that the above particulars are true and correct to the best of my knowledge and belief and in the event of any information being found false or incorrect, my candidature will be liable to be cancelled.

