[image: image1.jpg]


Gulfjobseeker.com CV No:

Mobile +971505905010 / +971504753686 

To get contact details of this candidates

Submit request through Feedback Link

http://www.gulfjobseeker.com/feedback/submit_fb.php                                
Career Objective:  

To work in a globally challenging environment where I can prove my skills and abilities that shall yield to the twin benefits of job satisfaction and steady professional growth.

Career Summary:  

· MBA–HR with 2 years experience in the areas of Recruitment, Orientation, On-Boarding and

Administration. 
· Salary negotiating, Documentation and Employees relation,
· Knowledge in UAE Labor Law & VISA Process.
· Possess good communications and interpersonal skills.
Work Experience: 

· SOFT SERVICES: (February 2013 to February 2015)

            Designation: HR
Responsibilities:
· Understanding the requirements thoroughly recruiting professionals for the same within a time frame.
· Recruitments Utilizing various sourcing method like Web portals (i.e. Naukri and Monster)
referring Internal Database and Employee referrals.
· Screening & short-listing candidates profile as per the requirements.
· Coordinating with candidates for interview & conducting telephonic interview before short listing candidates.
· Interacting with candidate, doing initial screening. Understand their competencies & skill sets, making them understand job role.
· Providing complete, accurate, and inspiring information to candidates about the company and position.
· Arranging the personal interview for short listed candidates.
· Maintaining the complete database of candidates for future requirements.
· Conducting pre-employment background checks on prospective employees.
· Issuing the Offer letters & Appointment letters for the selected candidates.
· Documentation of the new joiners.
· Welcoming new employees and arranging induction programs for them.
· Assisting with employee relations.
· Advising employees and helping them make informed decisions about their careers. 
· Maintaining employee files and the HR filing system.
· Maintaining the attendance of the employees.
· Checking & Maintaining of Overtime & late coming reports.
· Assisting the HR manager with other HR activities.
Education Credentials:  

· Master of Business Administration (HR & Marketing): Appeared in 2010-12 from PET Engineering College, vallioor, which is affiliated to the Anna University of Chennai.
· Bachelor of Science, (B.Sc): Appeared in 2005-08 from St, Jude’s College, Thoothoor, which is affiliated to the Manonmaniam Sundaranar University of Thirunelveli.
Computer Skills:
· Application package              :  MS-Office ( MS Word, Excel and Power point)
· Web Tools                              :  Internet & E-mail concepts.
Strengths:
· Ability to learn quickly and hard working.
· Good Communication and Interpersonal skills.

· Commitment to work, Smart work and ability move in team work.
Hobbies:
· Listen music,

· Like to watch & play Football,
· Internet Surfing.
Personal Profile:
Date of Birth   

:   06-03-1988.
Gender


:   Male.
Languages Known
:   English, Tamil and Malayalam.
Nationality

:   Indian.

Marital Status

:   Single.
Visa Status                       :   Visit Visa 
Declaration:
I, hereby declare that the above information furnished by me is true to the best of my knowledge. I assure that I would put in the best efforts in the assigned job.

