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Passport Nationality:Indian
Language Skills:            FluentEnglish, Urdu, Hindi ,Tami, Telugu
Marital Status :Married

U.A.E Visa Status:       Residence Permit
Profile
Aproactive focused and committed professional with extensive expertise gained within the administration and Human Recourses Department. An accomplished time manager and organizer.  A well-presented, confident and articulate communicator and negotiator at all levels, who commands respect and credibility through the projection of a professional image. I have a positive approach to work, with an experience of over 4years in the same industry.

Key Skills

· Communication --Communicating effectively in writing as appropriate for the needs of the audience. Giving full attention to what other people are saying, taking time to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times.

· Service Orientation -- Actively looking for ways to help people.

· Coordination -- Adjusting actions in relation to others' actions.
· Time Management -- Managing one's own time and the time of others
Professional Experience:
STRAJEGIC GENERAL TRADING LLCAug 2014 – Till date
Executive Assistant / HR Administrator
Responsibilities:
· Acting as the staff contact person for internal and external parties, responds to questions/queries/ requests for information, communicate on behalf of the Department.

· Ensure that the department policies and procedures are followed correctly.

· Work with the team for collection, preparation and dissemination of agendas, prepare minutes of meeting and follow up on action items.

· Research, organize and compile information for monthly reports or any other specialized reports

· Schedule and coordinate a variety of activities that include space arrangement, travel planning, facilities management etc.

· Schedule meetings and appointments of department head and maintain calendar/ Dairy Management Manager.

· Prioritize calls and correspondence and brief the manager on items of immediate attention.

· Raise PR and coordinate with Supply Chain on requisition

· Maintain department expenditure, monitor, track departmental budget separately.

· Coordinate with Support departments to provide relevant information, status update and reports.

· Maintain confidential, accurate and up to date filing system and ensure that the documentation is easily accessible.
· Provides job candidates by screening, interviewing, and testing applicants; notifying existing staff of internal opportunities; maintaining personnel records; obtaining temporary staff from agencies.

· Maintains human resources records by recording new hires, transfers, terminations, changes in job classifications, merit increases; tracking vacation, sick, and personal time.

· Orients new employees by providing orientation information packets; reviewing company policies; gathering withholding and other payroll information; explaining and obtaining signatures for benefit programs.

· Documents human resources actions by completing forms, reports, logs, and records.

· Updates job knowledge by participating in educational opportunities; reading professional publications.

· Accomplishes human resources department and organization mission by completing related results as needed.

· Setup and maintain documentation and standards. 

Achievements:
· Letter of appreciation for hard work and commitment from General Manager.
SEA VIEW SHIP SUPPLIES
HR Administrator
May 2011 – Sept 2013
Responsibilities:
· Providing general administrative support to the HR department in Recruitment Process. 

· Secretary to the Director of Marketing and sales & Strategy Management

· Composing correspondence for the Managements Signatures. 

· Managing confidential documents with competitor’s info. 

· Compiling reports of different kind for the managements approvals 

· Bulk Correspondence with agencies and clients on behalf of Director. 

· Identify sources for qualified candidates andassist recruitment specialist in screening eligible candidates

· Prepare necessary documents, job description, screen tests and interview questions for the organization.

· Arranging interviews – room booking; coordination between the candidates & hiring managers.

· Drafting memos, emails, etc. in response to queries, complaints and requests for assistance.

· Performing routine clerical duties including the processing of mail, filing, photocopying, faxing, data entry, scheduling of meetings related to recruitment procedures.

· Maintain logs and spread sheets for all office activities. Input applicant’s information into HR database.

· Processing Leave and Re‐joining Forms and Handling sensitive documents – Resignations.

United Data Service Pvt.Ltd                                                                         Oct 2010 – Jan 2011
Database Administrator 

Responsibilities:
· Respond promptly to customer inquiries
· Establish and maintain sound backup and recovery policies and procedures.

· Take care of the database design and implementation.

· Implement and maintain database security.

· Database Tuning and Performance Monitoring.

· Application tuning and performance monitoring.

· Setup and maintain documentation and standards. 

· Planning, directing and delivering training and development programs including staff inductions, to accomplish the organization’s goals.

· Developing individual training programs that meet the skills gap identified through training needs assessment.

· Designing and implementing appropriate e-learning strategies.

· Promoting an open knowledge-sharing environment that builds knowledge, skills and service for the benefit of the organization as a whole
Education:
· Master’s in Business Administration(M.B.A)– Human Resources – Madras University, Chennai, India       2013
· Bachelor of Engineering (B.E.)- Electronics and Communication                                                      2010 
· Computer professional in Client Server Programming in Aptech, India.
 2011

Computer Skills:

Package:                  MS Word, MSPowerPoint, Outlook, C, C++, DOT NET (.NET),
Database:
MS Access, MS Excel, Dashboard, Drop box,ORACLE, SQL Server2000
Operating System:   Windows 95, Windows 98, Windows 2000, Windows XP, SAP, Five S
Project:
DESIGN OF 3D OPTICAL CODES AND BER EVALUATION
The aim of this project is to design and analyze the performances of 3D CDMA code. A code design algorithm for application in multi-dimensional optical code division multiple access (MDOCDMA) for asynchronous optical fiber communication.

I.T Skills:

MS Office Word, Excel,, Internet Explorer, Outlook, C, C++, DOT NET(.NET),MS Windows and Galileo

Database:
Oracle, SQL Server2000, MS – Access
Area Of Specialization:
· Wireless communication

· Computer Networks

