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::: Objective
To work for the organisation which helps me in value addition and serve as spring board to move ahead in my career by providing me interesting career opportunities and harness the best of my caliber.
::: Work Experience : 

· Organisation : Motilal Oswal Securities
Motilal Oswal is a share broking firm head office in Mumbai. They provide solid advise to the clients in this field. 

               Designation :HR Admin cum analyst
Period : January 2015 to October 2015
Responsibilities :

· Visiting and giving advise to the clients
· Dealing shares
· Payroll management
· Organizing market awarnes programmes
· Handling in joining formalities 
· Business development
· Creating account opening forms

· Market follow up

· Collecting payments
· Preparing reports weekly and monthly
· Receiving and reviewing applications
· Organisation : Digital Security Solutions

Digital Security Solutions is a reputed CCTV Service provider located in Bangalore. They provide all security systems to a large number of business units as well as to the houses.
Designation : HR  Co-ordinator cum Admin

Period: from October 2013 to May 2014

Responsibilities :
· Sales & Distribution handling
· Preparing Reports for Daily, Weekly, Monthly and Yearly on closure
· Coordinating with customers regarding collection,  follow-ups & agreement queries
· Raising Invoice and Payment follow ups

· Visiting the Site & Meeting the Clients
· Raising Agreement and Annexure
· To generate Purchase requisition and prepare Purchase order
· Arranging or Purchasing material for delivery

· Checking Quality of the materials

· Sending Quotes or Proposal for the customer
· Making Quotation
· Done an internship in Cooperp Software Solutions as HR Recruiter in IT  and Non IT from April 2013 to June 2013

   Responsibilities.

· Screening the candidates based on client requirements.

· Calling the candidates.

· Scheduling the interviews.

· Collecting the feedback from candidates as well as clients.

· Placing Candidates

::: Educational Details :
2011-13:  MBA, Krupanidhi School Of Management, Bangalore (Secured 73%)

2008-11:  BBA, St Pius X College Rajapuram, Kerala (Secured 50.32%)

2006-08: Plus Two,Commerce, Kerala State HSE Board (Secured 73%)

2006: SSLC Kerala State Board (Secured 63.43%)
Academic Honors 

· Participated in management fest in the field of Human Resources conducted in CMRIT.

· Successful in heading my team in various debate competitions held in college.

· Participated in Drama, Mock Rock Competition held by various colleges.
::: Strength :
· Good qualitative aptitude along with excellent grasping power and eagerness to learn.
· Proficiency in communication skill.
· Self-motivation and passion to succeed.
· Plenty of experience in working with team work has increased my capability and has helped me to develop excellent coordinating skill.
::: IT Skills :
· MS office (Excel, Word).
· Visual Basic (Part of my study)
· Basics of Tallly

· Basics HTML
· MS Office Outlook
::: Personal Dossier :
Date of Birth


:
12 Nov 1990

Sex



:
Male

Marital Status


:
Single

::: Address for Communication:
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