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Mobile +971505905010  cvdatabase[@]gulfjobseeker.com
To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php
OBJECTIVE
To secure a job in a prestigious organization where my skills can be effectively utilized to attain the goals of the organization.
CAREER SUMMARY
I am having about 4 years experience with in Human Resources & Administration with good communication skills at corporate office and units. I have good experience in HR & Admin activities such as
· Recruitment 
· Employee Relations 
· Payroll Processing 
· Conducting & Coordinating Training Programs 
· Client Relations Management 
· Quality Driven Communication 
· Performance Management 
WORK EXPERIENCE
The South Indian Bank Limited, India
South Indian Bank is a leading commercial bank in India with more than 750 branches all over India and provides managerial services to M/s Hadi Exchange, UAE and was title sponsor of Asia’s Biggest Shopping Festival - Grand Kerala Shopping Festival Season 5 & 6 and opened its stall in association with Dubai Shopping Festival.
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Current Designation: HR & Admin Officer from June 2011to till present
Responsibilities:
· Preparing and rolling out new HR policies and procedures 
· Identifying training needs for employees in consultation with the head of the departments 
· Manage and coordinate with consultancies on all active job requirements 
· Planning human resource requirements in consultation with heads of different departments of the company 
· Payroll management and other benefits 
· Employee database management 
· Active involvement in employee promotion and performance appraisals in consultation with the concerned managers 
· Resolving employee grievances in a prompt manner and develop faith in employees towards management 
· In charge of overall administration works 
· Organizing interviews and induction programs 
· Organizing training programs 
· Planning and timely completion of midyear and annual performance reviews 
· Assist HR & Admin head in implementation of organization’s HR 
& Admin processes 
· Issuing warning letters, memos etc. to the concerned staff 
· Attendance checking 
· Maintaining Leave Records 
· Off-Roll Manpower Management 
· Maintaining Over-Time Records of employees 
· Preparing confirmations, promotions and increments 
· Personal File Management 
· Handling general administrative areas like security, housekeeping etc. 
KEY COMPETENCIES
· Excellent capacity of managing the HR & Admin operations 
· Ensuring 100% Customer Satisfaction 
· Administrative professional 
· Strong organizational and communicational skills 
· Decision Making 
· Preparation of Payrolls 
· Portfolio Management 
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· Presentation Skills 
· Marketing Skills 
· Managing organizational policies and procedures 
· Conducting training and induction programs 
· Remarkable analytical, logical and mathematical skills 
· Analyzing the requirement of organization 
TECHNICAL KNOW HOW
· MS Office Tools(Excel, Word, PowerPoint) and Outlook 
· Expert in basic use of computer 
· Internet Savvy 
· Operating System-Windows XP, Windows 7 
· Knowledge of softwares like C, C++, Java 
SKILLS
· Good Team Player 
· Good Communication Skills in English both written and verbal 
· Energetic 
· Committed 
· Adaptable 
· Time Management Abilities 
· Good Customer Service 
· Dependable and Truthful 
· Good Relationship Management 
· Ability to motivate subordinates 
· Exceptional motivational and leadership skills 
· Remarkable patience with reliability and responsibility 
· Ability to make a strong and healthier relation among the employees 
· Sound knowledge of HR & Admin Practices 
EDUCATION
2011:  BTech in Electrical and Electronics Engineering,
Rajagiri School of Engineering & Technology, Mahatma Gandhi University, Kerala, India
PERSONAL DETAILS
Date of Birth: 16-10-1989
Languages Known: English, Hindi and Malayalam
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Nationality: Indian
Gender: Female
Marital Status: Married
Visa Status: Resident Visa

