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Career Objective

To obtain a challenging and rewarding position within the private sector where prior experience, personal ability, and a commitment to professionalism would be of value. Position should allow for continued personal and professional growth commensurate with achievements.
WORK EXPERIENCE

Life Sciences & Research (India) Pvt. Ltd

Human Resource Administrator| Payroll Officer     


     July 2013 – Jan 2015
· Co-ordination and management of workers compensation.

· End to end processing of company payroll(s).

· Handling staff queries regarding payroll and HR.

· Preparation of employee contracts and letters of offer.
· Co-ordination of superannuation contributions ensuring statutory requirements meet.

· Organize recruitment process including advertising and short listing applicants.
· Ad hoc HR and Payroll matters.

· End of year processing and reconciliation including payment summaries.
EDUCATION QUALIFICATION

· Bachelor of Business Management Studies in Human Resources, Mangalore University         June 2010 – May 2013
TECHNICAL SKILLS

· Proficiency in MSOffice Tools.

· Certification in Microsoft Excel and Advanced Excel.
EXTRA CURRICULAR ACTIVITIES
· Participated as a volunteer in inter college fests for event coordination and hospitality committee.
· Took active part in various zonal, district levels and inter college cricket tournaments.

· Did a project on “Customer Behavior and Satisfaction” with reference to Airtel.
SIGNIFICANT SKILLS & STRENGTHS


· Quick learner
· Well developed communication skills
· Dedication to the work and willingness to take initiatives
· Good analysis skills

· Positive attitude
· Numerical ability and Data entry skills.
· Flexible to work to deadlines.
languages known                    : English, Kannada, Hindi 
Hobbies                                     : Playing cricket, Travelling, Photography, Music
Visa Type                              : Visit Visa

· REFERENCE WILL BE FURNISHED UPON REQUEST.  
                 
