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 ARATHI.286568@2freemail.com  
PROFESSIONAL SUMMARY 
To obtain a challenge career utilizing and expanding skills as a professional with in a progressive, modern organization this challenges its people and uses state of art technologies while enhancing employee’s leadership abilities and dedication to a motivated team.
SKILLS

              HR SKILLS                                                                   ADMINISTRATIVE SKILLS
· RECRUITMENT & JOINING PROCEDURES                FRONT OFFICE ADMISITRATION                            

· TIME MANAGEMENT                                                  SECURITY MANAGEMEN

· PAY ROLL MANAGEMENT                                         TRAVEL MANAGEMENT

· STATUTORY COMPLIANCE                                        GUEST HOUSE & FACILITIES MANAGEMENT
                                                                                       EVENT MANAGEMENT
STRENGTH
· Strong Organizational and planning Skills

· Excellent Communication skills & team players

· Self-motivated with high energy levels and drive

· Best negotiation skills

ACADEMIC SUMMARY

· Intermediate (CEC): Commerce, Economics, and Civics from IDEAL junior College, Hyderabad.

· Secondary School Certificate (S.S.C.): St.Thomas High school, Dilshuknagar, Hyderabad.
TECHNICAL KNOWLEDGE
· Computer Skills:  Windows, MS office

· Excel Sheet, Presentation (PPT)
· EPBAX Operations

EXPERIENCE
· The Company. India.
· HR & Admin Executive  
                :        August 2010 to October 2015
PROFESSIONAL ACHIEVEMENTS & EXPERTISE 

Megha Engineering & Infrastructure Limited (MEIL), headquartered in Hyderabad with a US 1 billion, an emerging in the global infrastructure scenario. The company has had a marked presence in the manufacturing industry for almost 25years and is in the Sectors of irrigation, water management, Power, Hydrocarbon, transportation, buildings, railways projects and many other large scale development projects, MEIL is scattered in all the 18 major cities and have its presence globally.

· FRONT OFFICE ADMINISTRATION-  With an effective team of Front office Executive, taking care of visitors Management, Couriers Management, Guest Hosting , Conference rooms monitoring & Maintaining etc..
· SECURITY MANAGEMENT – Managing security aspects across India by having best tie ups with Top Security Agencies to maintain safety & security to man, Machine and Materials. Formulating Best Security Policies and Procedures in relevant to the site requirement and monitoring day to day site conditions.

· TRAVEL MANAGEMENT- Managing Travel Requirement for In house team and other Official Guest for their day to day requirement and monitoring Air-ticketing-Domestic & International ticket bookings and having Best Tie-ups with major Airlines & Arranging Airport Facilitations, VISA services, Arranging  International Calling Cards, Arranging Cars-World Wide, Taking Care of Hotel Bookings-World Wide with Best Travel Agents for meeting travel requirement, Railway Bookings, Facilitating the employees with Round the clock services and having centralized Billing Plans to Clear the bills with Utmost ease.

· GUEST HOUSE & FACULITIES MANAGEMENT- Monitoring Guest Houses PAN India and managing the same with best amenities to meet our employees and guest requirement and taking care of Canteen and mess Management.

· EVENT MANAGEMENT-  Taking Care of all the corporate Events, majorly Residential Budgets meeting with group gathering of  1000-1500 persons and more and conducting sports meets etc and Participating in management events effectively.         
· A dynamic professional with 5Years of Experiences in HR & Admin Executive. 

· Possess good interpersonal, Communication and Organizational skills with proven abilities to work in teams.

· Good at maintenance, Organizing and Co-Coordination the daily Activities.

· Proactive attitude, capable of thinking for out of the Box solutions.
· Recruitment:  (Talent Acquisition)
· Responsible for recruitment of Manpower for Operational & Functional side to set up the entire Process.
· Identify, Screen, evaluate and match qualified candidate to close the position in the given time frame.

· Constant Interactive with senior members of functional department to understand and interpret efficiently job & competency requirement in order to ensure apt profile matching. 

· Preparing the offer letter and issuing of same to the candidate.
· To prepare and maintain the recruitment MIS report for record.
 JOINING FORMALITIES

· To Issue Appointment letter, Induction Kits, Employee ID for new employee.

· To Collect and recheck the Document for Personal file & Open the salary account & get the Provident Fund, ESIC, IT form filed.

· Conducting the Induction & Orientation program for the Employees joined in Head office coordinate the Induction Program for Trainee’s for Smooth function.

· Coordinating & arranging the requirements for Training & Development programs & Board meetings.

· Water, Electrical, Data Cards, and Airtel CUG etc bills related MIS report Maintenance.

· Allocation of workstations to the new joiner.
·         Wireless-TT Info Services Limited, India.
· Front Office Executive (Admin Executive)  :      May 2009 to July 2010 

PROFESSIONAL ACHIEVEMENTS & EXPERTISE 

Wireless-TT Info Services Limited WTTIL Company:  Tata Teleservices Limited spearheads the Tata Group’s presence in the telecom sector. The Tata Group includes over 100 companies, over 450,000 employees worldwide and more than 3.8 million shareholders.

· FRONT OFFICE ADMINISTRATION-  With an effective team of Front office Executive, taking care of visitors Management, Couriers Management, Guest Hosting , Conference rooms monitoring & Maintaining etc..

· Answer telephones and transfer to appropriate staff member.
· Meet and greet clients and visitors.
· Create and modify documents using Microsoft Office.
· Perform general clerical duties to include but not limited to: photocopying, faxing, mailing, and filing. 

· Maintain hard copy and electronic filing system
· Setup and coordinate meetings and conferences.

· Support staff in assigned project based work. 
· Other duties as assigned. 
· ADMIN ROLE: Assisting with all aspects of administrative management, directory maintenance, logistics, equipment inventory and storage. 
· Research, price, and purchase office furniture and supplies. 

· Coordinate and maintain records for staff office space, phones, parking, company credit cards and office keys
· Setup and coordinate meetings and conferences.

· Support staff in assigned project based work. 
· Other duties as assigned. 
· Ensure data is entered into the system 
· Ensure transactions are properly recorded and entered into the computerized accounting system
· Prepare balance sheets 

· Using a variety of software packages: Such as Microsoft Word, Outlook, PowerPoint, Excel, Access, etc., to produce correspondence and documents and maintain presentations, records, spreadsheets and databases devising and maintaining office systems. 
· Organizing and storing paperwork, documents and computer-based information, photocopying and printing various documents.
PERSONAL PROFILE

Date of Birth 
                                      : 14-03-1989
Nationality 
                                      : Indian

Gender

                         : Female 

Marital Status 
                         : Married
Languages Known 
                         : English, Hindi and Telugu
