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DIVYA 
Email ID: DIVYA.336542@2freemail.com  
Career Objective
To pursue excellence in people management and develop skills that adds value to the organization and individual
Educational Summary
Master of Social Work from IGNOU, Bangalore.                     Expected Result      
Bachelor of Social Work                                                                 66%      2009-2011
Indus College Puttur, Mangalore.
P.U.C Commerce (BACE)                                                                58%      2007-2008                                   
St. George P U College Nellyady, Mangalore.
S.S.L.C                                                                                                   57%       2005-2006

St. George High School Nellyady, Mangalore.

Technical Skills
DCA- Diploma in computer application
Good working knowledge in word, Excel, Power point,Internet.
Diploma in PEACHTREE ACCOUNT – from Balmatta Institute of Language and vocational studies, Mangalore.
Professional Experience 
SOBHA LIMITED (Concrete Product Division) Bangalore as Executive - HR, from 28.04.2012 to 02.12.2014

Job Profile

· Screening & short listing profiles as per the job description.

· Coordinating with corporate HR team

· Discussed Compensation & benefits with prospective employee & rolled out offer letters.

· Kept track of the selected candidates and pre – joinee engagement

· Handling day today employee grievances and employee discipline

· Responsible for preparing employees attendance for salary process

· Responsible for handling employees leave, salary related and bank related issues.

· Monitored the salary of workmen and rectifying the issue. 

· Attendance analysis of the workmen and coordination with finance team for leave updates.

· Exit and full and final settlements: Analyze exit formalities, issue of NOC, final settlement letters, relieving letters etc.
· Responsible for arranging transport facility for employees

· Responsible for obtaining Mediclaim policy.

· Coordinated with admin department in housekeeping, safety and security.

· Arranged meetings and conferences.
Achievements

· Appraised by HR Manager for up to date records and timely maintenance 
· Good reporting of data 100% error free

· Efficient methodologies designed for maintenance of data
Personal Skill
· Establish and Maintain good interpersonal relationship

· Dedication and passionate towards work 

· Ability to work in team
Strengths
· Commitment, hard & smart working

· Effective inter personal and Communication skills

· Innovative and Proactive by nature

· Focused and committed towards the goal
Personal Summary
· Date of Birth     
          
  :  22-04-1990

· Nationality                         
  :  Indian

· Marital Status                    
  :  Married
· Languages Known            
  :  Kannada, English, Hindi, Malayalam, Konkani.


Visa Status
Husband Sponsored visa

Date of Issue           -
16.10.2016

Date of Expiry        -  
15.10.2018

Passport Details
Date of Issue           -
10.07.2015
Date of Expiry        -  
09.07.2025
Place of Issue         - 
Bangalore
Declaration
I solemnly declare that the information given hear is true to the best of my knowledge and belief. I further declare that all the information, documents are legal.
Place: Dubai                                                                                              
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