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Objective:
To become a versatile and resourceful professional, working for the growth of the organisation and able to grow along with it.          
Working Experience:

An MBA graduate with 5 years of professional experience in office administration as well as 

providing support to enable the smooth and effective running of the office.
Experiece Summary:

1. Higrive 







June 2013 to April 2015
 (An ISO 9001:2008 certified Organisation)

Designation: Senior Executive
About Higrive:

 Higrive is an ISO 9001:2008 certified organization, manufacturer of water treatment equipments and importers of various water treatment equipments. Having manufacturing unit in chennai and clients all over India. They are dealing with large scale enterprise RO plant  and suppliers of water treatment equipments.
Roles and Responsibilites :

· Resolve administrative problems by preparing reports and analyzing data
· Managing  front office dealing with face to face and telephone enquiries 
· Taking care of business Emails

· Responsible for computers, printers, scanners services and spares replacement
· Maintain supply and inventory of office relates merchandise
· Prioritize and handle multiple tasks while meeting established deadlines
· Investigating and resolving invoice queries

· Distributing pay slips on a monthly basis
· Ensuring that all information and documentation is compliant with guidelines of the Data Protection Act
· Updating databases with confidential and relevant information

· Organized the set-up of all office meetings

· Processed correspondence in responses to customer complaints
2. WNS Global Services Private Limited (NYSE: WNS) 

June 2012 to May 2013
Designation: Senior Associate Human Resource
Client: ETA ASCON (UAE)
About Client:
ETA ASCON Group is primarily a Contracting firm in the U.A.E. with expertise ranging from Civil Construction to Electro Mechanical, Elevator Engineering and Facilities Management. Since its inception in 1973, the firm has numerous landmarks in the Emirates that stand as a testimony to the firm’s engineering capabilities. The company is a part of Al Ghurair Group of Companies, who are the most revered and leading business house in the United Arab Emirates.
Area of Expertise:
· General Admin
· Recruitment

· Visa Processing

· Employee number generation

· Compensation and Benefits

· Training and Development
Roles and Responsibilites :
· Dealing with all of the recruitment activites

· Understanding the job describtion and sourcing the web portals for suitable candidates

· Ensuring the timely recruitment of new employees
· Screening the candidates, conducting telephonic interviews and scheduling direct interviews
· Taking care of background verification for the selected candidates

· Handling Visa process for entire ETA Group of companies throughout UAE
· Verifiying the documents for visa processing like passport, education certificates etc.,

· Intiating  renewal process for work permit(WP) and resident permit(RP)
· Tracking the passport validity period of the employees

· Handling the employee number generation(SPOC)
· Key member of compensation and benefits team

· Identification of training needs of employees for upgrading their technical and soft skills

· Planning for organizing and conducting training and development programmes
3.SRI RAM ASSOCIATES





June 2011 to May 2012

Designation: HR Executive

Sri Ram Associates is dealing with large scale tele communication projects. They are taking care of opticle fiber cable installation, annual maintanence and services for India’s leading Telecom service providers. Having man power supporting centers in south India
Roles and Responsibilites :

· Part of general admin team and involved in over all HR activities
· Handling employees Time and Attendance

· Dealing with business emails

· Coordinating with high profile clients

· HR records management

· Maintaining salary reports leave details, performance chart, etc.
· Updating job vacancies in the web portals

· Taking part in workers performance appraisals
4.TATA Consultancy Services (TCS)


September 2010 to May 2011

Designation: Associate

TCS, part of the Tata Group, which founded by Jamsetji Tata in 1868 is one of India’s most respected institutions today. Established in 1968, Tata Consultancy Services has grown to its current position as the largest IT an Outsourcing services firm in Asia on the basis of its outstanding service record, collaborative partnerships, innovation and corporate responsibility.
Client: USAA (United Services Automobile Association)
Roles and Responsibilites :

· Part of claims team and handled subrogation process
· Coordinate all claims payments and benefits among multiple insurers

· Examine all state guidelines and member claims files that may affect the subrogation process

· Performed status checks everyday and troubleshooting in Case of issues

· Separate high priority issues and giving special attention

· Maintains the exact TAT of the clients

· Creating good reputation with the insured
Achievements:
	· Part of knowledge transfer team and went to ETA ASCON-Dubai for HR process transition

· Received best performer award for successful transition

· Star award winner for process excellence

· Selected as a Subject Mater Expert (SME) 


Educational Qualifications:

· Master of Business Administration(HR)
 
           


 --   61.17%

A.V. C College(Autonomous)

Mayiladuthurai-(2006-2008)
· Master of Computer Application                                         

             --  71.40%

A.V. C College (Autonomous)

Mayiladuthurai-(2006-2009)

· Bachelor of Science(Maths)





             --   60.00%

A.V. C College(Autonomous)

Mayiladuthurai-(2003-2006)
Computer Skills:
Operating System


 :       Windows XP, Windows 7

Programming Languages
     :       C, C++, HTML, PHP, JAVA

HR Tools

     :       Orbits, Emperor, SAP, MS Office

Database

     :       MySQL

Designing                          
     :        Flash, Photoshop

Personal Profile:
Sex                           


:       Male

Date of Birth             


:       07 March 1986

Marital Status



:       Single

Nationality                                          
:       Indian

Languages known


:       Tamil, English

Address



:      Dubai, UAE

DECLARATION

 I hereby declare that all the above furnished details are correct to the best of my knowledge. 










Yours faithfully,

