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OBJECTIVE: 

A challenging role with a proven Institution.

SKILLS 

· Strong verbal and written communication skills

· Possess strong interpersonal skills, e.g. tact, sensitivity, listening skills and assertiveness

· Ability to work to deadlines and targets, can prioritize tasks under pressure. 

· The ability to work quickly, flexibly, effectively and positively in response to requests made at short notice.

· Pro-active, ability to work under own initiative without direction 

· Good organizational skills and able to pay attention to detail

· The ability to contribute to and work effectively within a team environment

· Excellent IT skills, competent user of Microsoft Office applications especially Word, PowerPoint, Explorer and Excel.

· Experience of using a database, including the production of reports, and the ability to learn these skills

PROFESSIONAL EXPERIENCE 

Recently 26  months worked in Trivandrum as Executive Secretary to Chairman,Gandhi Bhavan. From April 2011 to May 2013 .

1.Worked as Manager - Recruitment – M/S Suhail Enterprises Trivandrum, Kerala India.(June 2010 – Jan 2011)

· Taking care of job descriptions, strategy about recruitment source & process.

· Fulfillment of the requirements, head-hunting the candidate, co-ordination with the candidate.

· Conducting HR interview, finding out the right match as per the organizational needs, final offer and salary negotiation. Reference checking, issuing the appointment letter, making sure candidate joins & recruitment MIS report.

· The primary responsibilities are in Recruitment & Selection & secondary are in non-recruitment & selection HR related areas.

· Planning & Preparing Business Plans for every Quarters. Planning the strategies to meet Targets based on business plan

· Taking care of Weekly Report, Weekly Analysis, and MIS Report of Team.

·  Render quality service to clients, develop new clients

· Updating company website as per the requirements and vacancies available.

· Create and Maintain good rapport with the clients and candidates. Find out proper placements for candidates according to their Experience and Job profile. 


2. Worked as Office Clerk (General Administration)for Rayleigh Lane Mall Office in Essex UK (July 2009- Jan 2010)

· General data Entry / MIS /Reports

· Issue rental reminder notes /issue and post Bills on collection

· File Management, Documentation

· General office communication through phone, mail , attending visitors and walk-ins


3. Worked as Sr Executive –at Suzlon Energy, the world’s largest wind energy company, Chennai-India from  Oct 2007 to  Feb 2009.

· Responsible for the day to day running of the office including supply management, liaising with property management 

· Responsible for the  database management (sales, time sheets, backup files etc). 

· Provide project support and ensure processes are followed 

· Provide support to the AGM in creating  proposals and presentations

· Carry out general administrative and office managerial tasks including filing, attending calls, data entry, record keeping  etc.

· Responsible for organizing events e.g. trade shows and seminars 

· Conduct web-based research projects as required 

· Handle customer queries and responsible for its timely resolution.

· Executive assistance to AGM as and when required.

· Executive support in CSR activities of AGM  for the company.

     4. Worked as Asst. Manager –Customer Services at Gurudev Motors, Chennai India (exclusive dealers for SKODA Auto  from May 2007 to Oct 2007

The role involved 

1. Maintenance of employee database.

2. Maintaining /Updating Leave Records.

3. Arranging & conducting Interviews/Initial screening the candidates/ helping in recruitment processes.

4. Conducting various welfare activities.

5. Community initiatives programmes – organizing & participation.

6. Regular updation of communication channels.

7. Prepare and submit all relevant HR letters/ documents/ certificates as per the requirement of employees in consultation with the management

8. Record, maintain and monitor attendance to ensure employee punctuality

9. Conduct employee orientation and facilitate new comers joining formalities Maintain and regularly update master database (personal file, personal database, organogram) of each employee.

10. Resolve grievances or queries that any of the employees have. Escalate to the right level depending on the nature of the grievance or issue.

11. Prepare letters like offer, confirmation, etc, implement and administer performance management process as per the PMS policy and timelines.

12. Conduct exit interviews for employees and record them accordingly.

13. Review job descriptions for all positions at regular intervals and update them in consultation with the respective Managers.

13. Engage with employees on a regular basis to understand the motivation levels of people in the organization

14. Coordinate with consultants & candidates for scheduling appointments with the Management team for sourcing

15. Conduct first round of telephonic interview for the candidates to schedule interviews

 5. Worked as Asst. Manager– HR at Khivraj Motors, Chennai, India ,from (August 2006 -March  2007)(Maruti  car Dealer)

The role involved 

· Handling employee queries and resolving them within the time set by Maruti Udyog Ltd  

· Responsible for ensuring that the employee feedback is in line with the expectations set by MUL 

· Preparing and administering MIS and various reports  for the Top management requirements

· Recruiting Sales Executives and training the new joined staffs.


     6. Worked as HR and Customer Care Executive for World Wide Immigration 
Consultants 
Ltd. (WWICS), Chennai ,India from Nov 2003-Feb 2005.


         The job involved 

· Managing and supporting  close to 300 clients

· Counseling, 
retaining and   servicing the clients for Immigration to Canada, Australia, UK, USA and 
New Zealand.

· Responsibilities included giving proper guidance regarding Canadian High Commissions’ communications

· To clarify clients’ doubts regarding procurement of documents

· To give counseling in various stages of file processing

· Prepare client for CHC Interview and assisted in folder preparation. Liaison with HO regarding client status 

      7. Worked as Sales Support &Admin Executive for IceBerg Engineers (Dealer for Air    Conditioners of all leading brands) from 20th Oct 2000 to 31st August 2002.

     Assignments included

· Prepare and maintain general office files ,reports, attend calls ,do sales follow up calls, liaise with head office and service providers for Air Conditioner  installation and annual maintenance contracts.

EDUCATION 
1997-1999

MBA Marketing from Berchman’s Institute of Management Studies, 

SB College Kerala and Passed with first class (65%).

1993 –1996

BA Economics from Assumption college, MG University Kerala, first class (65%).

PERSONAL DETAILS

Name 

    : 
Rosamma Dominic 

Age and DOB 
    : 
39yrs ,9th Oct 1975.

Languages Known    :
English, Hindi, Malayalam and Tamil

Family Status              :      Married ,having 2 children

