Rosy 
OBJECTIVE: To work in a challenging job environment that utilizes my skills, abilities and offers ample learning opportunities.

QUALIFICATIONS

EDUCATION

 
:
Pursuing MBA in HR from IGNOU.
        
:
B.Com from Kuvempu University (DDE) in 2009.

ADDITIONAL QUALIFICATION: Online Diploma in Human Resource. (From Alison)

COMPUTER PROFICIENCY   :
Basics, MS-Office

(MS-Word, Excel, PowerPoint), Tally-6.3, Internet,

 Out-Look Express, Typing (50/min) & Knowledge in Maximo Software.

COMFORTABLE IN USING 

· Ms-Word, Ms-Excel, Ms-Power Point, Outlook
· Knowledge of Maximo Software & RCS TRAXX (Procurement System)
· Foklore for Human Resource Management and Payrol
EXPERIENCE:

From September till date 2010 Working in Human Resource and Administration thru Sodexo Facilities Management Services India Pvt Ltd at ANALOG DEVICES INDIA PVT LTD. 

Role & Responsibilities:

HR Operations

· Preparing the Offer / Appointment letters with salary breakup for the selected candidates

· Maintaining the personal files of employees and contractors

· Handling insurance claims of employees

· Maintaining the attendance Time record and Leave records of employees and contractors

· Consolidation of Payroll with all inputs like Collection on attendance, leaves, new hires, employee information changes, and Reimbursements etc.

· Conducting the Training programs for the employees as per the need with end to end process

· Providing MIS reports with analysis to the top management on Recruitment Status, Attrition Analysis, Training Analysis & sending welcome mails of new hires, preparing presentations for quarterly meetings.

· Maintaining database and reports

· Assisting the HR manager with other HR activities

Recruitment

· Coordinating with various departments for the requirement

· Job posting on job portals and short listing the profile as per requirement.

· Screening, Hiring & shortlisting of the candidates as per the requirement.

· Responsible for joining and exit formalities

· Arranging the induction program for the new joiners

· Managing daily recruitment reports; weekly and monthly attrition reports

Facilities & Administration

· Providing administration related information and supervising in activities like general admin, verification of stationery stock, petty cash, courier, florist, pest control, housekeeping, security registers etc.

· Upkeep of office administrative facilities and ensure availability of daily miscellaneous requirements to provide harmonious work culture to employees.

· Managing the Security access-control database.

· Seating arrangements for new hires and managing the data.

· Handling end to end activities for business stationery and ID cards for employees

· Coordinates and oversees the day-to-day management of supplies, equipment, and facilities for the organization

· Event Management, organizing meetings, conferences, making travel arrangements and hotel reservations for guests & foreign delegates.

· Travel arrangements for employees and foreign delegates; includes invite letters, visa process, flight, hotel, cabs bookings and forex arrangements 

· Supervise and train facility staffs as needed
· Responsible in coordinating and communicate work, Supervise and extract output from various department employees in the organization.
· Preparing monthly MIS reports for admin and facility related work.
· Handling petty cash
Procurement

· Releasing Purchase Order (PO); Create / cancel PO's aligned to procurement strategy & operations

· Identifying of new suppliers for different goods and services and for AMC’s
· Negotiate prices and/or frame conditions with the company suppliers; Price comparison, different analysis

· Ensure that the highest standards of management and maintenance are provided while having regard to cost considerations

· Periodical inspections of the location status and suggestions for dysfunctional remediation, if and when occur

· Reports to the management relevant issues regarding all the administration, operation and maintenance activities
· Improve and maintain a good relationship with suppliers

· Coordinating with securities and logistic team for the clearance, of received materials.

· Coordinate relation with internal and external suppliers
From September 2007 to August 2010, Worked as Help Desk Executive through Genius Consultant Pvt. Ltd With Motorola India Private Limited, Bangalore.
Role & Responsibilities:
· Handling Front desk and Facility helpdesk.
· Using Maximo software to raise support tickets/work orders for all complaints received by employees for

      requirement they are looking for.

· Updating and maintaining the Stock Details of HK Materials and Stationery items.

· Allocating cubicles to employees & consultants. And update the Phone lists & cubical details
· Maintaining the tracker of reports on Help-Desk Calls ,Soft-Services & Conf. Room Booking 

· Handling DC's and Invoice's and process the same of different Vendors 

· Oversee and upkeep of all meeting/conference rooms
· Oversee dispatch/courier desk 

· And other Admin related activities. 

From March 2006 to August 2007: Worked as Phone Sales Officer (PSO) with  Ascon Sales & Services Pvt. Ltd.,
· It is one of the top DSA working for CITI BANK.

· I was in Personal Loan department.

From August 2004 to February 2006 HR Recruiter & Administrator with Mech CI CADD Engineering Pvt. Ltd., 
Role & Responsibilities:
· Co-ordination with the clients regarding the requirement related issues
· Talking to the candidates regarding the requirement and finding out their willingness
· Screening out the candidates and sending them for interviews with the clients
· Fixing salaries and taking care of joining formalities of new joiners
· Taking complaint calls and informing the assigned executives to attend the complaint. 
· Handling of couriers – Incoming & Outgoing.
· In charge of stationery and petty cash
· Interacting with clients. 
· Responsible for all the keys in office and other Admin related activities. 
Core competencies:

-Ability to organize, work and lead a team.
-Work independently on multiple jobs and take responsible decisions.
-Proactive and creative thinking and a self-starter.
-Strategic methods in problem solving
Achievements:

-Got many Recognition and Rewards for my contributions as best coordinator
-Effectively prioritized and organized workloads in a constantly changing environment to meet daily and weekly schedules

-Handling multiple jobs without any negative feedbacks

-Commended by management on numerous occasions for the quality and consistency of my performance

-Was awarded Certificate of Excellence for my performance (3 times)

-Organized and implemented and efficient work flow system that resulted in significant cost savings

Personal Details:
Date of Birth 
: October 03, 1986
Gender
: Female

Marital Status
: Single

Nationality
: Indian

Languages Known

To Speak
: English, Kannada, Malayalam, Tamil, Hindi, & Telugu
To Read & Write
: English, Hindi & Kannada.
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