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PROFESSIONAL SUMMARY
 
With over 11 years of experience in administrative jobs, I would like to seek more responsibilities where I can demonstrate my keen analytical ability as well as my leadership qualities. I am well versed in aspects of Human Recourse, Administration & Basic Accounting functions, Training & development, Client Servicing, Counselling & Document Verification and controlling from my past experiences. I would like to try new avenues where this knowledge can be taken forward and will result in a mutually benefiting relationship.
QUALIFICATIONS

· Completed MBA – HR in 2006- Karnataka State Open University. Karnataka, India
· Completed Graduation from Mysore University in 2002, Karnataka, India
· Passed XIIth from Department of Pre University Education, Karnataka India in 1998.

· Passed Xth from Karnataka Secondary Education Examination Board, Karnataka, India in 1996.

· Completed Diploma in Multimedia Production-CIST-Mysore University, Karnataka, India.
· Languages Known: English, Hindi, Tamil, Malayalam, Kannada, and Telugu.
· Computer Skills – MS Office, Tally, ERP Soft ware.
PERSONAL STRENGTH

· Excellent communication and presentation skills. 
· Multi tasking ability & Time Management.
· Result oriented individual. 
· Strong Interpersonal & Man management skills.
· Maturity & Confidentiality.
· Good Negotiator & Coordinator.
· Bilingual.
ORGANISATIONAL EXPERIENCE
1. HR & Admin Executive.              DAW Automobile Assembly LLC , Dubai ,UAE- 22/04/2013 to 30/05/2015
Admin Responsibilities:- 

· To ensure general office administration and attendance of personnel. 

· To take care of reimbursement claims of personnel, viz proper checking of Travelling, Conveyance, Telephone/Mobile Phone Exp bills etc, ensure control and timely payment of the same after approval of the competent authority. 

· To check suppliers’ bills and forward only authorized bills to accounts dept for payment. Vendor contract, Renewal of contracts, AMC of contracts, Bills verification, Bills certification, Follow up of Bills.

· Keeping details of all petty cash expenses with proper approvals from Director. Forwarding details of all expenses to Accounts team. 

· Booking the Venue, arranging for any specific requirements, Food and Beverages, sending attendance, venue payments and follow-up

· Account opening for new joinees.

· Procurement and maintenance of office equipments/furniture/fixtures, to ensure their serviceability and AMC.

·  Procurement and issue of stationery to various divisions and maintain their proper records and maintenance of sundry equipments like mobile phone, telephone, calculators etc. 

· To maintain proper record of company assets issued to marketing personnel and ensure accountability. 

· To ensure general office maintenance like, housekeeping, pest control, hygiene, electrical and mechanical, sanitary and plumbing, space management, minor repairs (Carpentry, masonry, furniture, painting etc.). 

· To deal with vendors/service providers like suppliers, courier, manpower consultants etc. 

· To take care of legal cases and their proper follow-up. To ensure statutory liabilities and timely renewal of Trade Licence, Property Tax etc. 

· To Design and implement office policies & establish standards and procedures. 

· To organize office operations and procedures.

· To Assign and monitor clerical and secretarial functions, supervise staff & evaluate their performances.

· To Meet staff requirements, needs and resolve their problems, support to HR Department.

· To maintain all databases including financial and staff reports & prepare expenses budget and operate within its limits. 

· To Maintain and replenish inventory, check stock to determine inventory levels & anticipate needed supplies, verify receipt of supply, Co-ordinate with agencies, organizations and groups. 

· Ensure contracts, insurance requirements, and government regulations and safety standards are followed properly

· Handle the acquisition, distribution, and storage of equipment and supplies.

· Develop energy efficiency procedures.

· Ensure contracts, insurance requirements, and government regulations and safety standards are followed properly.

· Ensure operations run smoothly within departments such as information and data processing, mail, materials scheduling and distribution, printing and reproduction, records management, telecommunications management, security, recycling, wellness, and transportation services

· Maintained and organized MD’s & Manager’s calendar/reminder system.
HR Responsibilities:- 

· Sourcing (job Portals, Social media, Classifieds, Consultants & references) Screening & matching the Profiles based on requirements.

· Self involvement in preliminary telephonic and personal interviews with candidates to ascertain their competencies, skills and aspirations (positions, salary, relocation aspects Etc.)

· Interview finalization and to keep a track on selected candidates with joining date and updating to the management.

· Performing activities like Internal Job posting and Employee Referral Schemes to fill up positions.

· Taking Induction Session for the new entrants in the Organization & processing several forms

· Taking Care of employee database with regard to their date of appointment, address, Telephone No’s, references, employee dept, code No, skill sets and other personal details. (collecting the relevant documents of  previous employment)
· Responsible in drafting offer letters, appointment letters, confirmation letters, relieving letter and experience letters. 

· Helping the new joiners understand the policies and procedures and helping them to settle down in the company.

· Monitoring relieving procedures and settlement considering exit interview forms, No due certificates and the amount due from the employee.

· Preparing summery of new joinees and resigned employees.

· Manage employee queries with regard to their deductions, settlements and supporting their requirements.

· Coordinate all functions of Personnel & HR of the complete organization.

· Clarifying employee’s queries about the HR policies, understanding the employee concerns, Escalating to appropriate levels and ensuring the resolution of the concerns 

· Handling employee relation, planning the training calendar for the employees.

· Handling all employee relations activities/employee satisfaction survey.

· Initiating ‘fun at work’, periodical seminars / meetings, cultural activities & celebrations.

· Implementing effective ‘retention policies’ to reduce attrition & improving employee performance levels thru’ teamwork, suggestion box, counselling, Rewards & Recognition / Appreciation letters, incentive  schemes, Professional work environment, training  & respecting employee values.

· Distributing appraisal forms, taking feed-backs from appraises & assessing performance levels using rating scales /ranking methods.

JEVIC Administrator (JEVIC-Japan Export Vehicle Inspection Centre)
DAW Automobiles Assembly LLC, Dubai is an Authorised Inspection Centre for the Vehicles Exported to Kenya, Zambia & Uganda.
Roles & Responsibilities

· Document verification – both online and physical verification.
· Administration work related to Vehicle Inspection.

· Individual filing of each vehicle both online & hardcopies.
· Co coordinating with customers, Technical team, Quality control team within the organisation.
· Coordinating with JEVIC Officials in Japan, Kenya, Zambia & Uganda for assistance, guidance & support.

· Coordinating with UK and Australian Chamber of Commerce for document verification.
· Certification of Passed vehicles.

· NCR for failed vehicles.
· Taking care of complete process from verification till certification.

· Acting as one point of contact for all kinds of JEVIC related work.

2. Senior Relationship Executive                      Consim Info Pvt Ltd, India, 02/2010 to 20/02/2013
Responsibilities: -(Company Practises Job Rotation)
· HR Administration.
· Branch Administration.

· Customer Care- Handled a team of Customer care Executives.

· Coordinating Between Sales and Collection Team.

· Trainer- Telesales & Product.

3. HR Executive (Recruitment)                                 NS Associates as HR Executive, India, 10/2007 to 01/2010
Responsibilities: -
· Handling Recruitment process including sourcing candidates by various methods, screening & selecting potential candidates by tests &/or interviews. Well versed in using portals.
· Maintaining the database of the Human resource in the data pool of the organization.
· Screening resumes, short listing the candidate on the parameters given by the Management.
· Responsible for recruitment in the organization and verifying the credentials for aspiring candidate.
· Taking aptitude test and checking the communication.
· Involve in talent search, data base research, Sourcing & from primary & secondary data sources.
4.English Trainer                                                                               English Forum ,India,    02/ 2004 t0 9/2007 
Responsibilities: -
· Training Entry Level students.

· Branch Administration.

· Co coordinating between faculties, students & Management.

· Petty cash Management.

· Counselling the students and converting the enquiries in to registrations.

· Scheduling the class timings.

· Addressing to Faculties needs.

· Recruit, Supervise, and direct all non faculty staff to ensure the branch operates in an efficient manner and that the students receive high quality training. 

· Perform other duties as assigned.

PERSONAL DETAILS

Sex
           :
Female

Date of Birth :
29/05/1979
Marital Status: Married
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