
CAREER OBJECTIVE
Seeking a position to exhibit my skills and abilities in an organization that offers professional growth and freedom for innovation, thereby contributing to the growth of the organization through my sustained efforts where dedication and sincerity will add value to the operations.
WORK EXPERIENCE
1. Eagle Security Service                                                              Sep 2012 to July 2015
        Manager – ( HR & Admin) Cum Accounts coordinator
     HR & Admin

· Overall in-charge of the division looking after all HR related activities like - Induction - On-boarding of new employee, Performance Management - Conduct trainings, Employee Retention, Training & Development,HR interviews, Compensation benefits, Exit formalities, MIS reports. 

· Release offers letter and follow-up with the candidates till the candidate joins the company.

· Coordinate the joining formalities and induction program for all the new joiners’. 
· Manage payroll process on payroll software for 3000 employees and handling employee’s payroll related        queries and changes. 
· Managing the time office- Attendance & Leave Management, Salary. 

· Have a 1-1 interaction with the employees and take the inputs and try to improve it with the help of the senior Management. 

· Conduct weekly meetings and prepare MOM.
· Delivery focused. Man Power Planning.
· Office maintenance and employee database maintenance.

· Filing records in a proper manner.
·  Arranging for get together, annual meeting and functions.
· Letter correspondence and replying of e-mails.
Operation
·   Coordinate with operation manager for new deployment, setting of field officers and man power sources.
· Preparing employee engagement records with the help of operation manager.

· Motivate the field officers to deploy the man power on time and prepare MIS report.

· Going for periodical site visits and short out the client’s complaints.
· Handling employee’s disputes and conflicts on working sites.

Business Development
· Sending of quotations to the clients and meet out the business related enquiries 
· Co-ordinate for business development, attending business development meetings with other company’s HRs and approaching for business closure with marketing managers. 
· Motivate the marketing managers by conducting daily business meetings, incentives and compensations.

· Handling client queries on existing business.

· Delivery focus on taking the new business.

Accounts Coordinator

· Supervising and re-checking of invoices, vouchers, daily cash books and ledgers.

· Co-ordinate with ESI&PF challan generation.
· Co-ordinate with preparation of account payables, account receivables and bank accounting.

· Co-ordinate controlling Debtors & Creditors and preparation of debtors & Creditors Outstanding list and reporting to Management
· Expertise in dealing with banks for issue of Letters of Credit and Bank Guarantee and other various issues
· Handled with collection from clients.

· Preparation of outstanding reports.

· Preparation of monthly statement and handed over to MD.

· Daily cash maintenance.
· Expertise in Preparation of monthly schedules
SPECIALISATION
· Human Resource Management & Marketing Management.
EDUCATION
	      Degree
	University / Board
	Year of Passing
	% of Marks

	MBA
	ARJ Institute of management studies, Anna

University
	2012
	7.7(grade)

	    B.sc (CS)

	A.V.V.M Sri Pushpam College- Bharathidasan University-Trichy
	2010
	75.2%

	H.S.C
	N.H.S School Nidamangalam..
	2007
	57.1%

	S.S.L.C
	N.H.S School Nidamangalam..
	2005
	77%


PROFFESSIONAL SKILLS
· Efficient Problem Solver.
· Team management and leadership abilities.
· Take initiative & can work independently or part of a group.

·  Ability to Work under Pressure.

·  Creative awareness.

· Strong motivation to learn and grow.

TECHNICAL SKILLS
Languages 

:
C, C++.
Operating System
:
Windows 98 / 2000 / XP/Win 7/Win 8/Win 9
Packages

:
MS-Office
MINI PROJECT
In marketing -  A study on customer satisfaction about Cosmetics users in thiruvarur district.
MAIN PROJECT
          In hr- A study on Effectiveness of communication at Hyundai Motors India Private Ltd(HMIL)-                                      Irungattukottai, Chennai.
ACADEMIC ACHIEVEMENTS

· I won First prize in Biz laureate’12 event Simulation at Gnanam school of business,Thanjavur.

· I won Second prize in Biz laureate’12 event Ad-zap at Gnanam school of business,Thanjavur.

·   I have participated in world record’12 event tooth pick mossaic at A.R.J Engg & technology, Mannargudi.

PERSONAL DETAILS
Date of Birth           
 : 19/05/1990
Sex                           
 : Female.
Marital Status
    
 : Married
Languages Known   
 : English (Read, Write & Speak)

                                          Tamil (Read, Write & Speak)
Hobbies                   
 : Hearing Songs & 

                                  
  Playing carom,    

                                  
  Chess, Dancing, 
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