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Seeking a challenging and rewarding opportunity in the industry which is in line with my academic background and which effectively utilizes my interpersonal, analytical and technical skills and simultaneously contribute to the growth and success of the organisation, I represent.


Career Conspectus                                                                                                           
· Sincere and competent professional with 1.5 years experience in HR, Administration, Customer Service and Business Development; associated with Shukapuram Chits (Kerala) Pvt. Ltd, Malappuram, Kerala in the capacity of Assistant General Manager.
· Prior to the stint with my current employer, worked at Chathamkulam Institute of Research and Advanced Studies, Palakkad, Kerala for 8 months as Student Counselor cum Admin Incharge responsible for meeting the incoming students and assist them with admission process and secondly assisting the Administrator.
· Ability to manage human and material resources towards the achievement of stated objectives.
· Has the ability to function in a computerized business management system.
· Keen business acumen in analyzing and understanding business requirements, customer-value maximization.
· Good communicator and an effective team player with strong interpersonal and negotiation skills.
· Efficient organiser who remains calm while being assertive under pressure.

Employment Scan
SUKAPURAM CHITS (KERALA) PVT. LTD, MALAPPURAM 
 (Oct 2013 to Present)
1) Assistant General Manager (Sep 2014- Present)
2) HR & Admin Manager (Oct 2013-Aug 2014)

· Responsible for Monitoring and controlling day to day activities of staffs.

· Conducting meeting with department heads on daily basis.


· Preparing reports and remarks about responsibilities of each departments and staffs.

· Arranging and conducting interviews, carrying out further post interview process to the selected candidates.

· Salary and Incentive calculation of staffs.

· Submitting reports to the management on time.
CHATHAMKULAM B-SCHOOL, PALAKKAD


      
(Jan 2013-Aug 2013)

Student Counselor cum Admin In charge
Primary Duties:

· Meet with incoming students and their parents to discuss the application status.
· Provide them with information about financial aid, scholarships, program and specialization.
· Recruit students and assist them with admissions paperwork.
· Create networking systems with the candidates to find promising potential applicants.
Secondary Duties:

· Looking after day to day office activities:- Juggling phone calls, handling mail and offering administrative advice when needed.
· Record attendance and checking attendance register.
· Handling recruitment process.
· Preparing offer/appointment and various other letters and e-mails.

Professional Achievements
· Was instrumental in handling the recruitment process and post interview process, managing staffs and submitting the reports to the management.
· Was successful in handling customers and making maximum profit to the company.
Scholastics
2012 
MBA (HR and Systems) from Sree Narayana Guru Institute of Science and Technology, Cochin.

2010 

BBM (Computer Application) from Sree Narayana Guru College, Coimbatore.

2007 

12th from SDAHSS, Ottapalam, Palakkad.

2005 

Matriculation from SDAHSS, Ottapalam, Palakkad.
Additional Certifications
· Certification in Counseling.

· Diploma in Logistics.

· Diploma in Consumer Behavior.

· Diploma in Merchandise Management

· Diploma in Customer Relationship Management.
Projects Undertaken
Organization : ITI LIMITED, Palakkad.
Duration : 60 days

Scope : Impact of welfare schemes on Employer-Employee Relation.

Organization : METAL CLOSURES PVT. LTD, Bangalore

Duration : 30 days

Scope : Analysing the entire functions of the organisation.
Extra-curricular Accolades
· Co-ordinator of Registration & Certificate committee of South Indian Management Fest ZEITGEIST 2011, SNGIST.
· Actively Organised and co-ordinated the Marketing Game of South Indian Management Fest ZEITGEIST 2010, SNGIST.
· Actively Participated in the HR Game of South Indian Management Fest conducted at CUSAT.
· Actively Participated in the HR Game of South Indian Management Fests conducted at RAMS B-School.
· Won First Prize in Dance Competition at State level.
· Won Second Prize in Nostalgia Dance competition in CUSAT.
· Won various Prizes in Dance competition at school level.
Personal Dossier
Date of Birth 

: 9th November 1989
Nationality 

: Indian

Languages Known 
: English, Malayalam, Tamil and Hindi.






