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CV No: 1386624 

Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
CURRICULUM-VITAE                                                                       
Qualification: MASTER OF BUSINESS ADMINISTRATION (HR+MARKETING)            
Career Ojective:-
Seeking assignments in HR & Operation / Administration in a growth oriented Organization for achieving the Organizational & Personal goals simultaneously
Key Skills:-

· Recruitment
· People Management

· Employee Relations

· Scheduling

· Administrative Support

· Organizational Development
· Performance and Reward management
· Accounting

· Spreadsheets
Summary of Achievements:- 
· More than 2 year experience in HR field . 
·  100 positions closed within 3 months for positions like Construction managers ,Team leaders, H R/Admin Managers, Engineers,  sales, Accounts Executive and other project related Positions  .

· Worked for more than 50 clients in Middle East
· Team member for Overseas Recruitment Division in Corporate Office at Cochin managing 4 regional offices and 20 procurement centers.
Experience:                                                               
Company: CONTINENTAL MERCANTILE CORPORATION COCHIN   

Designation: HR Recruiter/Executive

                  Duration: April 13 to March 15

About the Company: Continental Mercantile Corporation (CMC), an ISO 9001 Certified Company, is Asia’s leading HR Consultants & Global Recruiters. With operations in 17 countries worldwide, CMC has excellent track record of 30 years and a large number of clients across the globe..
My Role & Responsibility: 

· Managing end to end Recruitment that includes sourcing, screening, interview scheduling & coordination, negotiating compensation packages etc.
· Sourcing through multiple channels - Portals, References, Social Networking, etc.
· Managing & Handling Company’s Email ID and website exclusively for applying  overseas job requirements. Handled more than 200 online applications per day.
· Keeping Trackers and folders for all online applications
· Taking telephonic interviews of candidates as per the job description to check for required skills, truthfulness of resume, expected salary, confidence level, back ground as per the job description
· Conducting Walk-Ins process as and when required
· Candidate Interaction & Coordination as and when required.
· Co - ordination between the candidates about the selection process, interview and feedback.
· Maintaining the database, MIS reports on weekly, monthly and quarterly basis.
· Keeping a follow up with the selected candidates.
· Coordinating and building good rapport relationship with clients.

· Coordinating and training for online recruiters.
· Preparation of Interview selection reports.

· Conducting and coordinating skype interviews.
· Understanding manpower requisition from the concerned department.
· Sourcing candidates that match the desired skills for the concerned department
· Conducting interviews.

·  Joining formalities 

· Coordinating with head office on  Payroll management.

· Keeping a track of  attendance of the employees.

· Conducting exit interviews of candidates.
· Issuing relieving letter and letter of experience.

· Doing the full and final settlement.

Academic Qualification: 
	COURSE
	Institute’s Name
	Board/University
	Passing year
	Aggregate%

	MBA (HR&Marketing)
	Sree Narayana Gurukulam College of Engineering & Technology,Kerala
	Mahathma Gandhi University Kottayam     
	2013
	65%

	             BBA
	Nirmala college of IT Chalakudy Kerala
	Mahathma Gandhi University Kottayam     
	2010
	62%


IT Skills.
· MS-OFFICE(Wellversed in MS Excel)
· TALLY
Certifications
· Diploma in Computerized Financial Management
Internship 

· Company
:
Precot meridian LTD Palakkad, Kerala              
· Designation
:
HR Trainee
· Duties
:
Core HR, Labour Laws, Payroll system                                                                        
· Period
:
April 2012 (30 Days)
Training Programmes attended
“Leadership of 21st century” by Prof. Dr.Kaushik Prakash, University of Massachusets,  Boston on June 2011.  

Extra Curricular Activites
· Coordinator of Sports and Arts committee at college level.

· Electrum member of academic committee at college level
·  Various prizes at school and college level.
Personal Traits:-

· Optimistic approach towards life, very much determined and a quick learner.
· Highly motivated, strong work ethic with good interpersonal communication skills.
· Strong commitment and ability to be flexible in a team environment.
· Sincerity, Personally credible, Drive to deliver, courage to challenge and curious.
Personal Dossier:- 
· Date of Birth
:
23nd SEPT. 1988
· Gender
:
Male
· Marital Status
:
Single

· Languages Known 
:
English, Hindi, Tamil & Malayalam
· Nationality
:
Indian

· Hobbies
:
Travelling, Photography & Reading Quotes
Visa Details:
· 1 month tourist Visa
References:  Upon request.
DECLARATION
I hereby declare that the above written particulars are true in best of my knowledge and belief.   

Date: 26-Apr-15
Place: Kerala   


