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Career Objective: To bring my adaptability, team spirit and desire to develop and apply my programming skills to a team in the IT industry.
Professional experience
1 year experience in  HR activities ,Recruiting and Administrative assistance.
October
2015 to January 2016: worked  in Bangalore, India.
Roles and Responsibility - HR activities, Recruiting, Personnel Management and Administrative assistance
HR Activities , Administrative assistance and Personal Management :
· Assisted in recruiting client requirements and other office staffs. 
· Managing personal files and records. 
· Filing and maintaining various records and registers. 
· Liaise between the workers and management. 
· Creating effective administrative procedures, and documentation. 
· Administering employee files and records in order to ensure accurate payment of benefits and allowances. 
· Payroll 
· Performed overall management of administrative functions. 
· Performed Quality checks and reports on the regular works. 
· Managing filing, storage and security of documents. 
· Respond to enquiries. 
· Preparing business letters, sending faxes, E- mails, scanning & typing. 
· Gathering, adapting, storing and distributing information within the company 
· Assisted managers with a variety of administrative duties, such as documentation, employee hiring, and creating effective administrative procedures. 
· End to end Recruiting. 
May 2015 to   July 2015 : worked in Peopleplus Professional Services Pvt Ltd, Bangalore,India.
Peopleplus Professional Services Pvt Ltd is a staffing company. Set up in the year 2000, Peopleplus has had the privilege of providing services to a number of the world's leading IT and non IT companies.
Roles and Responsibility - HR activities, Administrative assistance,Recruiting and Personnel Management
· Assisted in recruiting client requirements and other office staffs. 
· Managing personal files and records. 
· End to end recruiting activities. 
· Filing and maintaining various records in excel sheets. 
· Administering employee files and records in order to ensure accurate payment of benefits and allowances. 
· Respond to enquiries. 
· Preparing business letters, sending faxes, E- mails, scanning & typing. 
· Gathering, adapting, storing and distributing information within the company 
· Assisted managers with a variety of administrative duties, such as documentation, employee hiring, and creating effective administrative procedures. 
· End to end Recruiting. 
Education
2012-2014:
Amrita School of Biotechnology, Amrita Vishwa Vidyapeetham
MSc in Computational Biology and Bioinformatics, 66% 2009- 2012: Amrita School of Biotechnology, Amrita Vishwa Vidyapeetham,
BSc Biotechnology, 63%
IT Skills
Languages: C, PERL, JAVA DBMS: Oracle, SQL
Web designing: HTML, JavaScript, CGI PERL
Web tools/software: Pymol, Open Babel, Net Beans, Matlab, Neuron Operating Systems: Windows, Linux
Functional Skills
Bioinformatics web tools and databases
Special Trainings
Full semester courses from faculty trained abroad, including A-View courses in Structural Bioinformatics with Dr. Jeff Perry, Scripps Research Institute and Comparative Genomics with Dr. Sabarinath Subrananiam, Berkeley University.
Full semester soft skills and English communication training with native English speaker.
Seminars, Workshops and Conferences Attended
Combined X-ray Scattering and Crystallography for Biological Analysis, Amrita School of Biotechnology, Amritapuri, Kollam, seminar presented by Dr. Jeff Perry, research scientist, The Scripps Research Institute,
Regulation of g1/s Transcription by the s-phase Checkpoint, Amrita School of Biotechnology, Amritapuri, Kollam, seminar presented by Dr. Anna Travesa, Scientist, University of California, San Diego,
Personal Achievements
Volunteer for BIOQUEST 2013, International Conference on Biotechnology for Innovative Applications, Amrita School of Biotechnology, Amritapuri, Kollam, August 11-14, 2013 http://www.amritabioquest.org/index.html
[image: image4.jpg]



Organized technical events for national level inter-college festival, VIDYUT 2012.
Secondary Education
2006-2008
12th from Kerala Government board, 73%
2005-2006
10th from Kerala Government board, 85%
Personal Strengths: Highly adaptable, bold, energetic, curious and good at facing challenges.
Languages: Malayalam, English, Hindi (read and write)
Date Of Birth : 20-10-1990
Place
: India
DECLARATION:
I hereby declare that all the information provided by me in this resume is true to the best of my knowledge and I accept the responsibility for any misrepresentation.
Kothamangalam
Anjaly 
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