                                                               HR and Administration Executive
	 
	Career objectives
	 


To build a successful career in Human resource and administration management by utilizing my skills and abilities in an organization being dedicated, self-motivated and a result oriented professional with demonstrated abilities in management.
	 
	professional experience
	 


SHAJAHANS JEWELLERS, NAGERCOIL. (India)

                                                  (Dec 2013 till date)
Designation: - HR Executive                            

Job Profile:

· Handle End-to-End Recruitment circle for various Department such as IT, Finance, Sales and Marketing etc.,
· Administering payroll and maintaining employee records.
· Preparing Monthly chart attendance and incentive report.

· Effective use of  Staff Management System(SMS) software.

· Follow up mails and understanding the requirements.
· Getting candidates from internal resource database, referrals, job portals like Monster, Naukri Shine, Bulk mails & Job postings.
· Maintaining the staff database. 
· Dealing with grievances and implementing disciplinary procedures.
· Planning, and sometimes delivering, training - including inductions for new staff.
 Computer Skills:
· Microsoft Excel and Word 

· SMS-Staff Management system software.
· HTML

	 
	Educational qualification and skills
	 


· 2013 Master of Business Administration (HR&MARKETING) from Francis Xavier Engineering College, Tirunelveli. Graduated from Anna University, Chennai.

· 2011 Bachelor of Computer Application from Sadakathullah Appa College (Manonmaniam Sudaranar University), Tirunelveli
Project Details

A study on “EMPLOYEE JOB SATISFACTION” In  India Cements Limited, Tirunelveli (3 Months).
Languages Known
English (Written and Spoken) Tamil (Written and Spoken) & Malayalam (Spoken)

	 
	Personal Details
	 


Date Of Birth              :         28th April 1991
Gender                         :          Male

Marital status
          :          Single
Nationality
          :          Indian
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