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CAREER OBJECTIVE:

Looking for a challenging position as an HR Executive/administrator with a growth-oriented company that will utilize my skills and experience to their full potential and will lead to more career development and more challenging opportunities as the company grows as a result of my superlative professional work and progressively growing responsibility within the growing company.
EDUCATIONAL QUALIFICATIONS:

     

	Degree
	Specialization
	Year of passing
	College /

University

	M.B.A
	HR
	2010- 2012
	Karavali Institute of Technology /

Visvesvaraya Technological University

	     B.C.A
	Computer Application
	2007-2010
	St. Philomena College Puttur /

Mangalore university

	     PUC
	Commerce
	2005-2007
	Govt PU College Uppinangady / Karnataka State Board

	     SSLC
	General
	2005
	St.George High    School Nellyady /

Karnataka State Board


PERSONAL SKILLS:

· Good communication skills and ability to build friendly atmosphere in working environment.
· Able to build HR Policies, Recruitment Techniques, Performance Appraisals Techniques.
· Self-confidence and ability to motivate the others, Comprehensive problem solving abilities, Good Administrative Techniques, excellent verbal and written communication skills, Team player.
· Self- motivated and a quick learner with strong analytical skill.
· Expert in understanding the business requirement and Work towards them.
· Excellent in identify the need of organization.
· Excellent in understanding and analyzing the human behavior.
PROJECT DETAILS:
Academic project in
: Software Development      

Project Title


: Automobile Inventory Management System
Duration


: 6 Months

Backend


:  SQL Server 2005
Language


:  Visual Basic 2005, C#.Net
Academic project in
: Employee Welfare      

Project Title


: STRESS MANAGEMENT in RELIANCE

                                         COMMUNICATION Pvt. Ltd.
Duration


: 2 Months

ADDITIONAL PROJECTS :
Academic project in
: Competitors Movement
Project Title


: Competitor’s HR Practices for RELIANCE

                                            COMMUNICATION Pvt. Ltd.
Academic project

: Competitors Performance
Project Title


: Competitor’s Performance Management for 
                                            RELIANCE COMMUNICATION Pvt. Ltd.
SOFTWARE AND OPERATING SYSTEM EXPOSURE:

Programming Languages
: C, C++, VB, C#.Net and Java.

Databases 


:  DBMS, MS-Access, SQL Server 2005
Web Designing 

: HTML, VB Script, Asp and Java Script.

Operating Systems 
: Windows 8, Windows 7, vista, XP, Windows 2000,

 
  2003 Server, Linux.
ACHIEVEMENTS:
· Secured First Prize in “Best Manager” Event
· Participated National Level Seminar
· Participated in college level zone level and district level Cricket Matches

· Participated in college level, zone level and district level volleyball Matches

· Participated in several college level athletics.
EXPERIENCE:
	Organization
	Date of Join
	Date of Leave
	Designation

	Sri Cauvery Trading Co ( C & F Agent for Coca-Cola Beverages Pvt. Ltd.).
	07/09/2012
	31/03/2013
	Assistant HR

	Sharada Vidyalaya (Managed by Tulunadu Educational Trust®)
	17/05/2013
	31/03/2015
	Administrative Officer


JOB ROLE:
	Administrative Officer:
	Assistant HR:

	1) Meeting with Government Officials. 
2) Planning of School Activities and Cultural Programs.
3) Recruitment, Document verification of new Candidates.
5) Building new HR Policies.

6) Document Handling During Land Purchase.
7) Planning of New Students Admission Procedures.
8) Framing of New Rules.
9) Supervision of Construction work

10) Purchase of Materials

11) Supervision of Cleaning work

12) Other Administrative Work.
	1) Attendance Maintenance

2) Solving IR Issues

3) Salary Register Maintenance

4) Employee State Insurance and Provident Fund Filing.
5) Issuing of Employee State Insurance Cards.
6) Issuing Appointment Letters

7) Issuing Employee ID Cards

8) Form T Maintenance

9) Giving Safety Training to Employees

10) Maintenance of HR Document




PERSONAL DETAILS:

Date of birth
              
: 
15-01-1988
Sex



:
Male

Marital Status


:
Married

Languages Known 

:        English, Hindi, Malayalam, Kannada, and Tulu.
Nationality


:
Indian

Hobbies


: 
Getting Knowledge of New HR Policies,

Software Collection, Playing Chess, Cricket, Reading Books, Etc
