[image: image1.jpg]


Gulfjobseeker.com CV No: 1486146
Mobile +971504753686, +971505905010  

cvdatabase[@]gulfjobseeker.com

To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php
)
[image: image2.jpg]


[image: image3.jpg]


[image: image4.jpg]



QUALIFICATIONS PROFILE
Accomplished  young  professional  with  key  skills  in  Administration, Human Resource Development and
	Management,  ability  to  perform
	tasks  with  precision  and
	accuracy.  Recognized  for  my  leadership,

	commitment, integrity, team work
	and capacity to thrive under pressure keeping team morale afloat with

	focus inclined towards achievement of  consistently outstanding results within the following areas:

	 Staffing
	 Vendor Management
	 Office Administration

	 Recruiting
	 Reporting & Sourcing
	 Task Coordination

	 Sourcing
	 Contract Recruitment
	 Event Management

	 Team Handling
	 Salary Negotiation
	 Team Management


EDUCATION AND TRAINING
· MASTERS in BUSINESS ADMINISTRATION (2012 – 2014) 
o Academic Achievement: Among the top performers in Masters in Business Management; 
o  Received notable recognition for final projects and curricular initiatives taken
o POOJA BHAGVAT MAHAJANAS PG CENTRE, Bangalore, India 
· BACHELOR in BUSINESS MANAGEMENT (2009 - 2012) 
o ST. ALOYSIUS COLLEGE (Autonomous), Mangalore, India 
· Summer Internship (2 Months) 
o Organizational Study at Falcon Tyres, evaluating the structure, HR Policies, Employee Benefits, Job Satisfaction, Absenteeism 
o Remedial Measure and Suggestions were recommended. 
o FALCON TYRES LTD., Mysuru, INDIA 
· TRAINEE (2 Months) 
o MATRIX MANPOWER SOLUTIONS, Mysuru, India 

PROFESSIONAL EXPERIENCE
BANYAN TREE AL WADI, UAE
Dec 2014 – Oct 2015
HR Co-ordinator
· Handling Administrative activities related to smooth functioning of office 
· New Hire Mobilization – Ticketing, Visa Processing, Accommodation, Transportation arrangements 
· Probation Review & Confirmation 
· Performance Appraisal every 6 months 
· 360 degree appraisals every quarter of the year 
· Resignation & Relieving Procedures 
· Contract Renewals & Post-Resignation Interviewing 
· Termination – Final Settlement 
· Acting as a SPOC for employee related issues & putting forth the same to the management 
· Enforce & follow all environmental codes and ordinances according to company policy & applicable laws. 
· Ensure & maintain Safety Standards, compliance of associates & customers 
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MATRIX MANPOWER SOLUTIONS, Mysore, India
Nov 2013 – Dec 2014
Lead HR Recruiter
· Liaise with companies for Job Openings 
· Checking of Resumes and CVs and place suitably to Job Openings available. 
· Co-ordinate and Set-up interviews 
· Mobilization Support once the candidate is recruited 

ACCOMPLISHMENTS & ACCOLADES
· Organized city level inter college cultural event 
· Event Manager - Organized inter college management fest (event) headed the HR event 
· Was Elected as the College Cabinet President for PUC Christ college Mysore 2008 
· Won Election as Class & Union Representative in St. Aloysius College Mangalore in 2009 
· Member of Student Council Committee at St. Aloysius College Mangalore in year 2009 – 2010 
· Won Miss Elegant of Mysore along with Miss Best Cat Walk in year 2012 
· Won HR events in Mount Carmel college fest in year 2013 
· Won Miss Mangalore along with Miss perfect 10/10 in all criteria in year 2014 
· Won Miss Karnataka along with Best Skin in year 2014 
· Selected as Femina Miss India diva as top 10 in year 2014 
· Awarded as the Best Manager in event ACUMEN 2014 
· Was in judging panel as a Judge for the pageants Inner Wheels of Rotary Mysore West 

KEY COMPETENCIES & SKILLS
· Documentation of all the confidentiality. 
· Government related paper workers are been maintained 
· Handling administrative functions like arranging for visitor badge for vendors and visitors. 
· Scheduling meeting requests and keeping minutes of meeting 
· Maintaining control and check over Inventory, IT assets and replenishing the stock of the same as and when needed. 
· Preparing MIS, weekly and monthly reports (PPT, Advance excel 
· Ensure IT Store registers are up-to-date. Managing the IT Store support staffs. 
· Key Controls , Inventory control and loss prevention 
· Organizing annual get together, Picnic, Farewell Parties, Birthday Celebrations. 
· Preparation of invoices 
· IT Proficiency: 
o  Operating System – WINDOWS
o Software Packages – Basic, TALLY, MS-Office 
· Languages Known – English, Hindi, Kannada, Konkani, Kodva 

REFERENCES AVAILABLE UPON REQUEST
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