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HUMAN RESOURCE & ADMINISTRATION PROFESSIONAL: Offering over 2+  years of rich experience in Various HR  Operations & Administration and contribute to the Firm’s strategic & operational goals by the provision of a fully integrated and effective human resources service.
CAREER OBJECTIVE:

Seeking assignments in HR & Operation / Administration in a growth oriented Organization for achieving the Organizational & Personal Goals Simultaneously.
AREA OF EXPERTISE


	
	Formulating & implementing increment, incentive & other remuneration    policies. 

Maintaing a Good rapport with the Clients and handling Clients

Assisting with the day-to-day efficient operation of the HR office.

Settling matters related to wages and handling Employee Welfare activities.

Resourcing both internal and external manpower;

Maintain good public relations.

Handling the entire end-to-end recruitment cycle for assigned clients.

Evaluates the effectiveness of the respective training programs by obtaining feedback        from employees

Maintenance of employee database.

Proposes Monthly Payroll of all employees.




CAREER RECORD
Office Administrator cum HR Assistant at My Car Middle East L.L.C, Dubai U.A.E
(November 2015 till date)

Roles & Responsibilities:

· Handling the entire Office activities

· Doccumentation & File Keeping
· Maintaining employee files and the HR filing system;

· Reporting the day to day activities of workres to the HR Manager

· Reporting the grievances, needs of the employees to the Higher Authority

· Preparation of Employees Payroll

· Preparation of Quotation

· Preparation of Invoice

· Assisting with the day-to-day efficient operation of the HR office.

Office Administrator  at Regal Technical Services L.L.C Dubai U.A.E 
(August 2014 – June 2015)
Roles & Responsibilities :

· Handling the entire Office activities
· Compensation and benefits administration and recordkeeping;

· Maintaining employee files and the HR filing system;

· Assisting with the day-to-day efficient operation of the HR office.

· Reporting the day to day activities of workres to the HR Manager

· Reporting the grievances, needs of the employees to the Higher Authority

· Maintaing a Good rapport with the Clients and handling Clients

·  Provide customer/Client service, both in-person and by telephone; 
· Preparation of Employees Payroll
· Preparation of Quotation
· Preparation of Invoice

· Followup with the Clients

· Followup the day to day activities of the employees and reporting to the higher authority
· Doccumentation & File Keeping
HR Recruiter at Satline Manpower Consultancy Pvt Ltd, Kerala(August 2013-March 2013)
Roles & Responsibilities :
· Handling the entire end-to-end recruitment cycle for assigned clients.

· Recruitment for both domestic and   international requirement.

· Interacting with the hiring managers to understand the Job Requirements as well as take help of Search Portals and candidates to understand specifications.

· Applied sourcing methods to find the right candidates by leveraging different tools like internal database, job portals (Naukri, Monster, Times jobs), networking sites like LinkedIn and internal referrals.

· Screening the profiles suitable for the Client's requirement based on the salary offered and experiences in the industry, skills and assignments to be handled.

· Short-listing resumes based on the requirements.

· Gathering information about candidates (Work experience, present and expected compensation, location/relocation information, work authorization status, Notice Period, availability for the interview, and motivation factors, etc.)

· Conducting preliminary round of interviews of candidates before sending their profile to the client by meeting them Face to Face or thru Webcam.

· Interacting with clients to get the interview schedule for short-listed candidates and making sure that candidate should not be a ‘No-Show’ by constant follow-up

·  Collects feedback from interviewers and informing the candidates on the same.

· Ensuring fast response time to client’s needs and requests & maintaining a strong network across for contractual assignments.

· Maintaining healthy HR relationships with candidates from their hiring till separation and post separation as well.
HR Executive at  Corgents Infotech Pvt Ltd Trivandrum, Kerala(March 2012-Nov 2012)
Roles & Responsibilities :
· Handling end to end recruitment process 

· Attendance  maintenance 

·     Evaluates the effectiveness of the respective training programs by obtaining feedback        from employees
· Giving advertisement recruitment through newspapers and schedule interview 
· Administers the HR procedures 
· Proposes monthly salary
· Maintenance of employee database.

· Prepare and submit all relevant HR letters/ documents/ certificates as per the requirement of employees in consultation with the management 

· Conduct employee orientation and facilitate new comers joining formalities Maintain and regularly update master database (personal file, personal database, organogram) of each employee

· Maintaining /Updating Leave Records.

PERSONAL SKILLS

· Highly professional, confident, organized, possess a pleasing personality and have the ability to interact well with people of different levels. 
· Self-motivated and opportunity driven person which has excellent interpersonal skills. 
· Good Communication skill in English.
EDUCATIONAL QUALIFICATION
	Examination
	Discipline/

Specialization
	School/college
	Board/

University
	Year of Passing
	

	      MBA
	Human resource and Marketing
	Narayanaguru College of Engineering

Marthandam
	Anna University

CHENNAI
	2012

	B.Com
	Computer application.
	National college, Trivandrum
	Kerala

University
	2009

	Intermediate
	Commerce with computer application
	Cordova Higher secondary school.

Trivandrum
	Kerala

State Board
	2006

	Tenth   Board
	Science, Maths, English, Malayalam, Social Science
	Holy Angels Convent, Trivandrum.
	Kerala

State Board
	2004


COMPUTER SKILLS:
· MS Office

· Tally (Basic)
ACCADAMIC PROJECTS DONE:
· A study on health & safety environment of employees with special Reference to Autokast Limited. 
· A Study on Promotion Mix Strategy with Special Reference to Pankajakasthuri products.
PERSONAL PROFILE:

Date of Birth              :  24/03/1988

Gender


: Female   

Marital Status
            : Married
Hobbies                        : Travelling, Cooking.

Linguistic skills           : Malayalam, English, Hindi.
.
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