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CAREER SUMMARY:-
Being an aspiring HR professional, I am looking forward for such firms where I make use of my extensive experience to increase the overall effectiveness of your company’s workforce and development.
PERSONAL ABILITIES:-
· Attention to detail.
· Punctual and reliable.
· Ability to cope and work under pressure.
· Able to work as part of a team

· Time management, Proactive and Assertive.

· Flexible and approachable. 

· Ability to multitask and managing conflicting demands.
WORK EXPERIENCE:-

Fix4 HR consultancy – 2 years Experience, Bangalore – INDIA 

HR ASSISTANT - June 2012 – May 2014
· Reviewing resumes and applications sent in by job applicants.

· Maintaining employee files and the HR filing system.

· Scheduling interviews for job applicants.

· Preparing job postings for vacancies.

· Welcoming new employees and arranging induction programs for them.

· Handling request for information and data.

· Scanning and copying contracts, notes and other documents.

· Creating and modifying documents using Microsoft office.
EDUCATIONAL QUALIFICATION:-
· Bachelor of Engineering – Electrical and Electronics (2012 Batch) 
· Professional in Electrical Cadd – Cadd Center 
TECHNICAL SKILLS:-
· Packages/Software: MS Office, AutoCAD, Revit-MEP, Primavera-P6, Microsoft Project, C-programming,  C++, Mat lab, Lab view
· Operating System (User Experience): Windows (98, 2000, XP, Vista), Windows 7.
· Knowledge of UAE Labour Laws

ACHIEVEMENTS AND EXTRA CURRICULAR:-
· Secured 3rd Rank in school level in “Mathematica-2002” Maths Talent Examination.

· Received an Award of appreciation from Emats All India General Knowledge Test in 2002 & 2003.  

· Secured outstanding grade in NIIT@School in 2004.

· Participated in the course on “Humanities and Social Sciences” in Association with Universiteit Gent, Belgium at BMS College of Engineering in 2011.

PERSONNEL DETAILS:-
Date of Birth 

:  08/08/1988
Nationality

:  Indian

Languages

:  Kannada, Hindi, English, Telugu.
Hobby


:  Reading, dancing.
Visa Status                        : Residence Visa 
REFERENCES:-
Available upon request






























