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	PERSONAL INFORMATION:

	
	DOB: 30th Jan 1988
Marital status: Unmarried
Languages Known: English, Hindi, Tulu and Kannada
	
	Nationality  : Indian

Visa Status  : Visit Visa
Hobbies       : Social activities, listening to music & dancing

	CAREER OBJECTIVE :

	

	
	“To serve the company with my full potential and to be recognized for Competence, creativity and sincere service in the organization.”

	AN OVERVIEW :

	· Managing Human Resources work, handling front office department & looking after mediclaim process & supporting accounts & administration team.
· 5+years in Medical & Pharma Institute with specialization in Recruitment & selection, Training & development, Compensation & benefits, HR Administration & HR Management, Mediclaim Insurance & Accounts.
· 1+years experience in Stock Exchange trading by handling demat account of the customers, dealing with daily market position through Nifty & sensex and trading into National stock exchange [NSE] & Bombay stock exchange [BSE].

	PERSONAL QUALITIES :

	

	
	· Willingness to learn & take initiatives.

· Flexible and hard working.

· Decision making and problem solving.

· Leadership skills.

· Communication, co-ordination and analysis skills.

· Positive Thinking, confidence & sincere towards my job.



	STRENGTH : 

	
	· Positive attitude and highly energetic.

· Strongly self – motivated, enthusiastic and adaptive.

· Willing to shoulder responsibilities.

· Deliver under extreme work pressures.

· Strong organizational, administrative and analytical skills.



	PROFESSIONAL EXPERIENCE :

	Mangala Hospital & Mangala kidney Foundation
Mangalore, India
Designation: 
HR Manager, Front office Manager & Mediclaim Incharge [Mediclaim Dept]
Duration: 
July’10 – Aug’15 
	               Job Profile :

· Recruitment and selection

• Coordinating, negotiating and liaising with employment and advertising agents on service fee, advertisement recruitment and interview schedules.

• Conduct interview up to senior executive & management levels.
• Prepare letter of offer to selected candidates and letter of rejection to unsuccessful candidates.

· Training and development

• Orientation program to new employees.
• Coordinate ad liaise with external consultants on employees’ training needs and arrange training schedules for employees.
• Evaluate the effectiveness of the respective training programs.

· Compensation and Benefits

• Attend to employees’ grievances and complaints; provide guidance if necessary.
• Provide feedback to the management to enhance a better and cordial working environment.

• Organize corporate events such as company’s dinner, corporate trip, family day etc.

· HR Administration

• Reviews, update and maintain proper filing of insurance policy, HR handbook, company doctors’ list, performance appraisal form and training schedules.
• Assist Accountant in planning and preparing annual headcount report and updating the organization chart.
• Review compensation and benefits up to junior designer level.
• Drafting agreement/contract to various companies – private / Government

· HR Management

• Yearly manpower planning and expansion and coordinate with department heads and on respective projects.
• Arrange for appointments & meetings in office.

• Assist in all administrative & office arrangements for meetings, seminars & conferences.
• Assist in drafting out annual letter and promotion letter.
•. Manage and appraise subordinates’ performance and their career advancement – Positive re-enforcement.

Mediclaim Incharge:

· Authenticated the information on all medical claims received.

· Reviewed and made sure that there is no omitted information.

· Answered inquiries from providers on the subject of claim, eligibility, covered benefits & approval status issues. 

· Kept thorough records of claims and followed up on dropped cases.

· Read & assessed medical documents.

· Managed & processed insurance cashless claims & out-patient medical check-up claims.

· Documented all activities through CRM [Customer Relationship Mgt.]



	Wealth Infomatix Finserve Pvt. Ltd.
Manipal, India
Designation: 

Trading Executive [Stock Exchange]
Duration: 

Feb ‘09 -Apr ‘10
	      Job Profile :

· Opening Demat account of customers for trading.

· Handle day to day exchange operations.

· Buying & selling investment & financial instruments on behalf of clients.

· Responsible for checking and finding out errors within daily transaction.

· Trading into NSE & BSE and keeping records of individual Co. Share rates.

· Keeping records on market position by checking Nifty & Sensex rates on daily basis.

· Trading into Equity & Commodity segments.

· Imparting product training and presentation to clients.

· Provide market insights and investment advice to potential & existing clients as per the organizational standards & procedures.

· Maintaining records of all day to day trading & sending trading details to respective clients.



	EDUCATION QUALIFICATONS:

	
	· Bachelors Degree in Business Management from Govt. First Grade College Kavoor, during the year 2008
[Subjects : Human Resources, Accountancy, Administrative Mgt., Business Mgt., Commercial Law, Mathematics]



	WORKING INTEREST :

	· Looking forward to work as Administrator / HR Manager/ Accountant.

	

	ADDITIONAL INFORMATION/ QUALIFICATION :


	· Basic computer Application (MS word, Power Point, Excel, Tally, MS – DOS, MS – Windows)
· Good communication skills.
· Interest in learning new things & capable to handle dept. solely.


	ACHEVIEMENTS / EXTRA CURRICULAR ACTIVITIES :


	· Participated in several NCC and NSS camps.
· Participated in intercollegiate cultural competition.
· Participated in Taluk Athletic Meet.
· Won individual championship in sports.


