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PROFESSIONAL SUMMARY
· Enthusiastic and well-organized HR/Administrative Assistant with solid background in data entry, schedule management, event planning and recruitment procedures
· Hard-working and multi-tasking personnel with outstanding business correspondence, scheduling and follow ups
· Highly organized and dedicated with experience in documentation
· Executive presentation development with excellent computer skills
· Detail-oriented and expertise in problem solving and managing daily office functions
WORK HISTORY
HR/Administration Assistant (September 2007 to September 2012) 5 years
McKinsey & Company – India
· Process, verify, and maintain documentation relating to personnel activities such as staffing, recruitment, training, grievances, performance evaluations, and classifications
· Record data for each employee, including information such as addresses, absences, amount of production, supervisory reports on performance, and dates for terminations and reasons
· Process and review employment applications in order to evaluate qualifications or eligibility of applicants
· Interview job applicants to obtain and verify information and evaluate them

· Select applicants meeting specified job requirements 

· Inform job applicants of their acceptance or rejection of employment

· Answer questions regarding examinations, eligibility, salaries, benefits, and other information

· Explain company personnel policies, benefits, and procedures to employees or job applicants

· Examine employee files to answer inquiries and provide information for personnel actions

· Arrange for in-house and external training activities

· Gather personnel records from other departments and/or employees

· Arrange for advertising or posting of job vacancies, and notify eligible candidates 
· Provide assistance in administering employee benefit programs and worker's compensation plans
· Prepare badges, passes, and identification cards, and perform other security-related duties
HR/PR Coordinator (February 2013 to August 2013) 6 months
First Gulf Bank – UAE
Responsibilities held as an HR coordinator (Recruitment/Payroll/Operations)  

· Joining formalities: Participate in recruiting activities, applicant tracking and record keeping

· Support various HR groups including HR operations, recruiting and training functions 

· Participate and assists with implementation of new payroll and Human Resources Information System (HRIS)

· Handling employee database: Develop reports (daily, weekly, monthly and ad hoc) to meet management requests and needs for human resource related information

· Assist with design and implementation of employee satisfaction surveys 

· Compile statistics, analyzes and prepare reports including compensation, benefits, pay practices, employee survey results, etc. 
· Leaves and Attendance Management: Capture and evaluate employees leave & attendance record 

· Provide support for HRIS, recruiting, compensation, performance management and other documentation 

· Provide benchmark data for annual compensation surveys 

· Develops new processes and procedures to maximize efficiency and effectiveness of all HR systems 
· Handling the payroll: Calculating wages by deducting advance payments/loans if any 

· Setting up direct deposit confirmations, performance appraisals, performance management 

· Create compensation grids and recommendations and compensation analyses for management 

· Ensure delivery and effective communication of annual pay and bonus to employees 

· Assist with other compensation-related projects as requested
· Exit-Interviews: Conducting interview with employees leaving the firm and collect valuable feedback in order to improve aspects of the organization that helps better retain employees and reduce annual attrition rate
· Full and Final Settlement: Coordinate with Finance management team regarding the end of service benefits including leave salary, bonus, incentive, gratuity, etc. of the employee leaving the organization and clearing settlement disputes if any 

Responsibilities held as a PR coordinator 
· Preparing documents for work permit (opening quota, applying for labor approval, DNRD approval) 

· Applying online for delivery of OK To Board message for new employees outside the country 

· Arranging visa deposit for new employees at respective airports 

· Coordinating with respective department to send the employee for medical test and applying for National ID, once they are in 

· Applying for visa stamping online through EDNRD website 

· Giving labor application document to PRO to submit to the Ministry of Labour through Tasheel 

· Assist in labour/visa cancellations

· Use of Oracle for implementing and maintaining employee details – expiry date of employee visa/passport, details of visa/passport/labour card, etc. 

· Updating the HR team regarding ongoing PR activities so that both PR and HR activities go in-line with each other 

· Successfully distributing task to PRs and replenishing department needs 

· Answering telephone calls professionally and proving guidance regarding all HR/PR-related tasks 

· Holding safe custody of passports and release to employees with genuine approvals 

EDUCATION AND SKILL ENHANCEMENTS
	Course
	Institution
	Year
	Percentage

	MBA (Human Resources)
	Manonmaniam Sundaranar University
	2010-2012
	63%

	B. Tech (Information

Technology)
	Noorul Islam University,

Kumaracoil, Tamil Nadu.
	2002-2006
	68%

	 HSC 
	Amala Convent Higher Sec School
	2002
	73%

	S.S.L.C
	Amala Convent Higher Sec School
	2000
	77%


CERTIFICATION
· Business English Certificate, BEC (Preliminary level) passed with 84%

· 2 months implant training in Hardware and Networking, Tata Infotech, Trivandrum
PERSONAL PROFILE
Sex


: Female

Age, date of birth
: 30 yrs, 27-09-1984
Marital status

: Married

Languages known
: English, Malayalam, Tamil and Hindi
DECLARATION
I hereby declare that the above furnished details are true to the best of my knowledge
