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                                                                     CAREER OBJECTIVE


Obtain A Challenging Leadership Position Applying Creative Problem Solving And Lean Management Skills With A Growing Company To Achieve Optimum Utilization Of Its Resources And Maximum Profits.
PROFESSIONAL QUALIFICATION   
MASTER OF BUSINESS ADMINISTRATION (HUMAN RESOURCE &FINANCE) 
ACADEMIC QUALIFICATIONS
	 NAME OF THE COURSE 
	School/College
	Board/University
	YEAR
	% OF MARK

	MBA
	JJ.College Of Engineering & Technology 
	Anna University -  
	2010-2012
	70%

	B.Com
	Periyar E.V.R. Arts & Science College –
	Bharathidasan University -  
	2006-2009
	65%

	H.S.C
	Manjini Hr .Sec. School


	State Board.
	2004-2006
	71%

	S.S.L.C
	Govt Hs School, Attikunna  -
	State Board.
	2004
	65%




ADDITIONAL QUALIFICATION 
· Diploma in BPO Management    - (In Bharathidasan University -2009)
· IRDA  License  Holder                  -   (Granted In 2012 December )
COMPUTER PROFICIENCY 

· Ms Office (Fundamentals, Windows Xp, Vista,  Ms Office Xp,Ms Excel,Ms Word, Outlook Mail, Internet)
· Extensive Experience In Tally- 9 And Sap HR Software  R/3
· Familiar with V-Lookup, Pivot Table & Preparing Charts in Excel.
ACADAMIC PROJECT

· Project Title

:   RECRUITMENT AND SELECTION PROCESS
· Company
            :  TAMILNADU TEA PLANTATION CORPORATION LIMITED
· Place            
 
:  Coonoor 
· Duration 

:   April 02, 2012- July 13, 2012
· Description  
:   These project reports is on “Recruitment and Selection Process” and give all information about Hiring Needs, Talent Sources, Recruitment Policy, Selection Policy inventory of the quality employees, best sources of recruitment and selection etc. 
PROFESSIONAL WORK EXPERIENCE 
	DESIGNATION
	COMPANY NAME
	DURATION

	
	
	FROM
	TO

	HR Assistants
	Boutique 7 Hotel & Suite - 
	September-2014
	November-2014

	HR Assistants
	Cavin Kare Pvt Ltd - 
	August-2013
	September-2014

	HR Admin  Assistants
	Advaith Motors Pvt Ltd - 
	November 2012
	July- 2013


Responsibility of My Job:  Human Resources Assistant
• Maintain new hire communications and correspondence
• Schedule On the job Training And off the job Training for candidates
• Provide candidates with company information
• Welcome new employees to the company
• Provide new hires with information on company policies and procedures
• Develop and assist in implementing orientation programs for new hires
• Provide HR departments with information on payroll and attendance
• Maintain employee information in databases and ensure appropriate modifications
• Provide administrative support by maintain employee records and performing data entry duties.
WORK EXPERIENCE WITH ADVAITH MOTORS PVT LTD – BANGALORE 
ADVAITH MOTORS PVT LTD Its One Of The Leading Car Severe And Sales Company In All Over India And Providing Good Services For Our People And Country .
Responsibility of My Job:  HR Admin Assistants

· Made telephone calls to candidates and provided information on date and place on interviews
 Followed-up with candidates to ensure their presence on the day and time of interview
 Managed candidates’ information files and resumes
 Provided support in handling payroll and attendance information for the HR department
 Typed and dispatched correspondence.

· Performed photocopying and scanning duties
 Assisted in carrying out induction program.
AREA OF INTEREST 

	

	● Recruitment
	● Personnel records
	● Employee relations

	● Job evaluation
	● Compensation management
	● Benefits administration

	● Attendance management
	● Reports preparation
	● Interview scheduling


STRENGTHS:
· Ability To Coordinate And Get The Best Performance From The Team.
· Strong in Reporting Systems & Communication.
· Finish The Assigned Task On Time Efficiently.
· Possessing the Quality to Work under Pressure.
· Ability to Work on SAP Environment. 
· Ability To Work Under Pressure, Fast In Adapting To Situations.

PERSONAL DETAILS

Date of Birth


: 27.03.88


Sex



: Male

Marital status

: Single


Languages Known

: English, Tamil, Malayalam, and Kannatam.

 
Hobbies


: Reading Books, Playing Cricket.                                

