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CAREER OBJECTIVE 
To associate with a progressive organization that gives me scope to update my knowledge and skills that dynamically work towards growth of the organization.
PROFITIONAL EXPERIENCE

· Working as HR- Admin for Super Wash Services pvt. ltd. (Car Detailing Company), Hyderabad from June 2013 – July2015.
EDUCATIONAL QUALIFICATION: 

· MBA/Master of Business Administration in HR from Osmania University, 
 2011- 2013.
· BSC /Bachelor of Science  from Osmania University, 2007-2010.
· Diploma in Software Engineering from NIIT, Hyderabad.
SOFTWARE EXPOSURE:
	Operating system
	Windows server 2003,windows XP, Windows 2007

	Defect Management Tool
	 HP Quality Center

	Software Testing
	 Manual Testing, ETL

	Test Automation Tool
	 HP QTP(UFT) 11.5

	Scripting Languages
	VB Scripting, XML, HTML, c#

	Databases
	SQL Server, DBMS


ROLES and RESPONSIBILITIES as HR Admin:
· Compliance on all HR related requirements for the company’s employees.

· Monthly HR MIS/Attendance/Inputs of pay roll processing.
· Good Working knowledge on HRD intervention to improve employee performance. 
· Receive customer request for products and services.

· Consult with customer about product or services needs or their wants.

· Preparing daily, weekly and monthly reports on products sales and expired products.

· Ability to set objectives and meet target time frames. 

· Conducted an in-depth analysis of the problem by performing a Need Assessment using Organizational/task/personal Analysis.

· Good knowledge in Human Resource Management.

· People Management and Reporting.
STRENGHTS:

· Self-motivated, problem solver with leadership abilities, interpersonal skills.

· Comprehensive problem solving ability.

· Find new innovative solutions to problems.

· Positive Attitude, Capability to work and manage team successfully.

· Good at analytical, reasoning and Communication skills.

·  Very good team player, willing to learn and share.

PERSONAL DETAILS

Date of Birth 
   : 23 - 06 -1988

Gender          : Female

Marital Status    : Married

Visa Status      : Husbands Visa

Languages known: English, Hindi and Telugu.
DECLARATION
I hereby declare the above mention details are true to the best of my knowledge and belief.
