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	Cover Letter

	

	

	 Dear HR / Recruitment Manager, I am submitting the attached CV in order to apply for HR position at your company. I possess valuable experience within this area due to my past human resource related and other service administrative related employment. From these opportunities, I gained many skills like providing accurate job description, arranging work schedules and defining priorities, documentation processes as well as a good understanding of record retention and I have successfully managed reporting and presentation requirements for a large corporation in varied areas.  I have also achieved a certification in Professional Human Resources (PHR).I am aware that an HR needs excellent personal relationship communication skills. For this reason, I know that my background and experience would make me an excellent candidate for this position. If you require any further details, or to arrange an interview, please feel free to contact me at any time at your convenience. 

	

	

	

	


Aarona





                               
Objective:

Intend to establish myself as a participant in a reputed company, thereby deliver my technical and functional skills cohesive with overall personality development in order to face the challenging decade ahead and add value to your organization.     

Summary

· Exposure to Operating Systems Concepts & HRMS
· Good Communication and Interpersonal skill
Skill Set
	Key Skills

	HR Generalist Affairs
	Employee Counseling

	HRMS  Database Administration
	Confidential Record Maintanence

	Employee & Client relation
	Staff  Retention

	HR Policies & Procedures
	Training & Development

	Team Building & Compliance
	Disciplinary & legal issues

	Technical Skills

	Operating Systems
	Windows 7, MS DOS, Windows xp.

	Languages
	C# (ASP.Net)

	Database
	MS Access, MS SQL Server 

	Package
	Ms- Office 

	Others
	HTML, C, C++, Java


Education details:
	Course
	Institution/University
	Percentage/CGPA
	Year

	Master of Computer Applications

– Post Graduation Degree
	Bishop Heber college, Trichy
	8.20 (CGPA)
	2008-2011

	B.Sc (Physics)

– Under Graduation Degree
	Shrimathi Indira Gandhi College, Trichy
	59.7%
	2004-2007

	(XII) Higher Secondary 
	Holy Cross Girls Higher Secondary School, Trichy
	66%
	2003-2004

	(X)Secondary 
	Holy Cross Girls Higher Secondary School, Trichy
	83.52%
	2001-2002


Competencies

· Organized and well-structured at work.

· Independent and self-motivated.
· Committed to deadlines and schedules.
· Quick Learner, Enthusiastic and a Good Team Player.

Work Experience
A  Certified and result-oriented professional with 3 years of experience in HR Management.
· Worked as a Senior HR Relationship Officer from (31st May 2012-22nd July 2014)
Reporting to:
The  Chief  Operating  Officer.
Key Responsibilities: 
 Directly handle the pre and post on boarding processes as a Business HR SPOC for over 650 staff for clients like Du, NBQ, Samba, Barclays and Monitor the smooth running of HR policies. 
Facilitate pre on boarding processes including:
· Collection of Hire Request from the client and hire people as per their request.
· Coordinate with the Staff – understand his/her legal status in the country, guide him/her based on his/her legal status, collection of relevant documents from the staff as per client requirement.

· Conducting induction for the staff, providing/facilitating trainings on HR processes and e-modules.

· Designing Presentations & Awareness sessions on various 360 degree feedback systems on technical skills & Individual effectiveness.
· Updating information of the staff within the system.
· Prepare daily reports / pivots and share the same with the client on a daily basis.

· Start the Visa process – based on the feedback received from the client and reference checks from candidate’s previous employer.
· Follow up with the Ministry of Labor and ensure that we maintain the TAT of the company.
· Ensure that the staff is come on board with us within the TAT and open the account for staff.

Facilitate on boarding processes including:
· Ensure the legal formalities like (medicals, stamping, internal amendment and labor card is received on time).
· Apply for relevant insurance as per the contract and ensure that the staff is educated on the policy of the insurance company.
· Confirmation of service and probation extension

· Issuance of NOC, warning letters, pay slip, salary certificates and other letter requests as per UAE requisite and client approval 

· Releasing of staffs’ passport as per client approval

· Coordination with the Accounts department for leave requests, attendance sheets, salary 

· Changes and other such processes related with payroll.
Facilitate post on boarding processes including:
· Liaise directly with the PRO to ensure that proper reports and follow ups are given to the client

· Maintain pre on boarding and post on boarding MIS with more than 500 staff records which is sent 

to the Client on a daily basis.

· Work closely with a back end support officer in maintaining follow ups with the staffs

· Provide regular TAT report to the HR Operations manager to ensure that each process is 

Accomplished as per turnaround time (TAT)

· Provide a  strong follow up  with staff for the following expiry’s passport, visa and Lc and proceed with contract renewals with TAT.

· Provide direct staff interface i.e. answering phone calls and emails from staffs for follow ups and 

Queries.
· Handle all cases with regards to Ministry of Labor and Immigration with the guidance of our experts.
· Handle the needs and the requirements of the client as per the profile requested.
· Interact  and report directly to the client and performs client demands to ensure that good client 

relationship is maintained.
· Handle Termination and resignation formalities conduct exit interviews
· Handle Visa cancellation and transfers

· Issuance of experience letters

· Releasing of final settlement and EOSB as per UAE requisite and client approval.
· One year at BUZZWORKS-BUSNIESS SERVICES-CHENNAI as HR Operations Executive(11th May 2011-30th May 2012)
Responsibilities:

(Process type: Shared Services, Process base: Dubai, Company name: Innovations)

· Update the database with new hires & alert the client with the same.

· Respond to candidates & client queries.

· Research required information using available resources.

· Handle and resolve candidate’s complaints, through mail & calls.

· Provide client with alerts on the candidate’s status.

· Update candidate’s information.

· Identify and escalate priority issues.

· Route calls to appropriate resource.

· Complete call logs.

· Generate reports & Manage archival activities for controlled documents and validate files.
· Maintain candidate’s records by updating account information.

· Enroll and terminate candidates and dependents and update the same.

· Resolve queries by clarifying the candidate's complaint. 

· Shoot out trackers to client on daily basis.
· One year experience as CSE at SUTHERLAND GLOBAL SERVICE-CHENNAI (30th July 2007-15th July 2008)
Responsibilities:

(Process name: FSG, Process base: US, Company name: Intuit)
· Answer calls professionally.

· Respond to customer queries.

· Research required information using available resources.

· Handle and resolve customer complaints, through online chatting session & call logs.

· Provide customers with product and service information handle web based queries of customers .

· Update customer information and create personalized cheque.
· Identify and escalate priority issues.

· Route calls to appropriate resource.

· Complete call logs.

· Generate call reports, up sell Quicken and Quickbooks
· Maintain customer records by updating account information.

· Resolve product or service problems by clarifying the customer's complaint; determining the cause of the problem; selecting and explaining the best solution to solve the problem; expediting correction or adjustment; following up to ensure resolution.

· Recommend potential products or services to management by collecting customer information and analyzing customer needs.

· Contribute to team effort by accomplishing related results as needed.

Certifications
· Completed Internet Associate, ER (JNCA-ER) exam certified by Juniper Networks.

· Advance certification in HRMP exam certified by Ripples Learning Services accredited to IAO , Houston, Texas, USA
Personal Details

Date of Birth            : 07-05-1987

Age                           : 29
Sex                           : Female
Nationality               : Indian

Marital Status           : Married
Languages Known   : Tamil, English, French(A1)
Declaration
Reference will be furnished if required; I hereby declare that the particulars given above are true to the best of my knowledge and belief.

Date:   









Yours Sincerely,

Place:   







                
    Aarona 
Aarona


CV No: 1613988
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