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    CAREER OBJECTIVE


To work in a challenging environment demanding all my skills and efforts to explore  myself in different fields, and 

 realize my potential and contribute to the development of organization with impressive performance.
 WORK EXPERIENCE


 Company: Forerun Technologies Pvt. Ltd, India

 Designation: Carrier Relation Manager  / Administrator
 From   15/04/2013      To 12/06/2014
   Job Responsibilities
Carrier Relation Manager  

· Manage and protect the relationship between the company and its most important clients. 

· Manage client arrivals to maximize relationship building opportunities.
· Improving the overall client relationship, delivering reliable administrative support and client service.
· Acknowledging clients promptly and treating them in a courteous manner. 

· Assist in the analysis of their trends to enhance sales and service management process and pre-requirements.
· Responsible for the Business Development and Carrier Relations locally and internationally

· Overall relationship with Global Telecomm carriers and responsible for buying and selling international tariff
·  Responsible for Product Improvement Identificaton or new products by remaining current on industry trends, market activities and competitors

·  Responsible for customer requirement Analysis  to develop and demonstrate solutions, and produce analytical presentations

·  Maintain relationships with clients by providing support, information, and guidance; researching and recommending new opportunities

·  Meet targets assigned as a whole

·  Nurturing and Retaining existing partners and growth of traffic volumes and revenue

·  Monitoring of traffic flows, revenue analysis, strategizing for the growth of business

              Administrator

·  Managing HR & Admin. Operations including Employee Relations (ER), Welfare Administration, Employee Engagement, Facility Management Administration, Employee Counselling, General Administration
·  Plan, develop, update & implement HR & Administration policies & procedures

·  Managing Pre-Recruitment & Post Recruitment of different categories of employees

·  Responsible for Organization Development (OD) activities
·  Generation of HR Audit Report & annual Payroll Audit Reports through WPS system
·  Preparing formats of leave application, request for advance, payment vouchers, receipt vouchers, 
visiting cards

 Company: Polinsys Immigration Consultancy Pvt. Ltd

 Designation: Counsellor / Recruiter

 From  13/09/2010   To 12/12/2011
   Job Responsibilities

    Counsellor
· Agreeing a counseling contract to determine what will be covered in sessions (Including confidentiality issues) 
· Encouraging clients to talk about issues they feel they cannot normally share with others
· Actively listening to client concerns & empathizing with their position
· Accepting without bias the issues raised by clients, helping  clients towards a deeper understanding of their concerns, challenging any inconsistencies in what clients say or do
· Helping clients to make decisions & choices regarding possible ways forward
· Reffering clients to other sources of help, as appropriate
· Attending supervision & training courses
· Liaising, as necessary, with other agencies & individuals to help make changes based on the issues raised by clients
· Working to agreed targets in relation to client contact
· Undertaking group as well as individual therapy on occasions

· Keeping Records & utilizing reporting tools 
   Recruiter

· Responsible for Recruitments & Selection of Candidate for the right position 

· Associate with HR Manager & Technical Managers for job analysis & preparation of job description, job specification and job evaluation, Performance Appraisal Management and Training & Development for employees 

· Liase with recruiting agents

· Associate with Director for overall recruitment functions in with business strategies
· Managing Pre-Recruitment & Post Recruitment of different categories of employees

· Short listing the CV & calling the candidates for interview
   EDUCATIONAL QUALIFICATIONS
                     Qualification


              University
                 Year                      
%

· MBA (HR & Marketing)                              Bharathiar                2008-2010                68
· BSC (Industrial Microbiology &           Mahatama Gandhi         2005-2008           
76
                       Zoology)
 ACADEMIC PROJECTS
 Project Title(MBA)

 A Study on the Level of Employee Satisfaction among the workers in the Hindustan Newsprint Limited,
 Kottayam, Kerala, India
   STRENGTHS

· Excellent communication and interpersonal skills

· Self confident to do multi-tasking profiles
· Good Motivation skills
· Self confident with desire to learn new things 

· Excellent team player

· Adaptive to any type of work situation

  COMPUTER SKILLS / KNOWLEDGE
· MS Office
  LANGUAGES PROFICIENCY

   English, Hindi, Tamil & Malayalam
  EXTRACURRICULAR ACTIVITIES

   listening to music, watching news, reading books

PERSONAL DETAILS

 Visa Status

: Husband Sponsorship

 Nationality 

: Indian
 Reference

: Will provide on request
 Joining Time

: Can join immediately
   DECLARATION
   I hereby declare that the above particulars furnished by me are true to the best of my knowledge and belief.       

