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· Seeking assignments in Human Resource Development with an organization of high repute. 
PROFILE SUMMARY
Administrative & Secretary Responsibilities

· Normal secretarial skills including word processing, filing, mail delivery, etc.

· Maintain a file of standard correspondence and form-type letters for quick and easy distribution.

· Maintain a correspondence diary for Department Manager and Superintendents as required.

· Relay urgent messages to and from Department Manager's offices.

· Set up meetings as required for Department Manager.

· Maintain routine attendance lists and weekly departmental rosters.

· Maintain confidential and general correspondence files.

· Type confidential material as required.

· Issue routine reports as assigned.
· Perform other tasks as assigned by the Department Manager and Superintendents.

· Help to train temporary secretarial help as required.
ORGANISATIONAL EXPERIENCE     
· Since May’14: Office Secretary Working with V.V.Ramasamy Chettier & Co, Dindigul.
·  Jun’12-Mar’14: HR Admin Secretary Working with Saudi Aramco Mobil Refinery Company Ltd. (SAMREF) Yanbu, Payable by Al - Mutawa Sons Saudi Arabia.
· Aug‘08–Apr’12: Senior Sales Executive in Suzuki Automobiles, Dindigul.
DAY to DAY TASKS
· Assists with employment process ( callbacks, scheduling interviews, entering information into computer, maintaining current applications, assisting with applicant searches, notification, career fairs, etc.) for the purpose of meeting district staffing requirements while complying with established guidelines.
· Maintains an inventory of items (handbooks, applications, personnel forms, etc.) for the purpose of documenting and/or providing reliable information.

· Performs record keeping and clerical functions (scheduling, copying, faxing, filing, collating, data entry, calculating, verifying, etc.) for the purpose of supporting department staff.

· Prepares a variety of reports and related documents (classified and certificated reports, purchase orders, supply requisitions, recruitment packages, Human Resources newsletter, etc.) for the purpose of providing documentation and information.

· Receives items within the office (mail, messages, application packets, packages, supplies, etc.) for the purpose of ensuring receipt and delivery to addressee.
· Answers telephone system for the purpose of screening calls, transferring calls, responding to inquiries and/ taking messages.
EDUCATION
· 2008 - M.A., Human Resource Management, St.Joseph’s College, Bharathidasan University. 
· 2008 - PGDLL and Administrative Law, Madurai Kamaraj University, Tamil Nadu
· 2006 - B.A., English St. Xavier's College, Mononmanium Sundhananar. University
Training & Experience 
· Internship - Titan Industries Limited, Hosur (1 Month).
· Project Training - C.A.V Cotton Mills Ltd., Dindigul (6 Months). 
Personal Information
· Born 27- 08-1982; 33yrs; Indian; Male; Married.  

· Guise – 175cms; with Smart & Pleasant personality. 
