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OBJECTIVE:
Seeking for a challenging environment that encourages unremitting learning and creativity to

Implement my thoughts and ideas. I will enhance my skills and take vigorous part in a team that excels towards the growth of organization

PROFESSIONAL EXPERIENCE:
Around 6+ years of strong experience in HR Assistant & Admin Field like General Admin, sales coordinator, and HR Assistant and looking for HR Role in a Corporate Sector
KEY SKILLS

9 years of strong experience in HR Assistant, Recruitment and General Finance
Experienced Admin Professional with expertise in handling Facilities and General Finance & HR activities
Extensive background in Admin department
Can work independently with minimal supervision and work effectively as a team member
Good listener
EDUCATIONAL BACKGROUND:
· MBA in HR & Finance from Osmania University 

· Bachelor's of Commerce from IGNOU University 
· Intermediate (C.E.C) from RBVR Reddy College 

· S.S.C Modern high school 

PROFESSIONAL EXPERIENCE:
1. Apollo Medskills Ltd                                  (June 16 - Till Date)
 Hr Admin Recruitments & Travel desk
2. ALPS Industries Ltd                                   (Mar 11 – April 2016)
Executive Admin - HR
3. SMEC Projects Pvt, Ltd Hyderabad 
     (Oct 07 – Mar 2011)

Executive - Accounts 
PROFESSION ROLES & RESPONSIBILITIES:
· Employer: Apollo Medskills Ltd (Current Employer)
The focus is on imparting job specific skills that will make the Indian healthcare professional a part of the much sought after global workforce.At Apollo Medskills, there are various up-skilling courses for healthcare professionals and skilling courses for school and college students
Duration:
June 2016 - Till Date
Designation: 
Hr Admin Recruitments & Travel desk
Responsibilities:

    Admin recruitments, Employ engagement activities,  Travel Itinerary, Visa Processing follow up, Employee Relations/Reports Handling, Biometric handling
· Tickets and Accommodation booking
· Taking care of Visa processing’s through agencies
· Arranging new employee starter packs
· Conducting the Primary Induction program like PPT presentations on the Company
· Setting up, monitoring and then tracking employee probationary periods
· Ensuring all paperwork received is scanned and stored both electronically and on the employee's paper file
· Carrying out background and reference checks on prospective employees.
· Being the first point of contact for all general HR inquiries, administration and correspondence 

· Preparing the offer letters and Appointment letters

· Screening phone calls, emails, letters, and personal visits
· Preparing the Daily Report and weekly Attrition reports on the New Joiners, Offer released and Attrition details
· Maintenance & Updating of the HR & Employee Master Database (HRMS). records and systems  

· Keeping track of any employee anniversaries and awards they are due
· Maintaining the Non-disclosure agreement & Code of conduct for all the employees.

· Processing the Bank accounts of the employees & also the ID cards creation.
· Preparing of the Address Proof letters by the Request of the employees.
· Processing the Provident Fund of the employees.

· Checking all the things as per the checklist prepared by HR
· Escalated operational issues to senior management
· Taking Exit Interviews, Preparing Relieving Letters and assisting for the F&FS details.

· Day to Day HR activities and coordinating events regularly.

· Employer: Alps Industries Pvt Ltd (Current Employer)
Alps group concentrates on textiles as its main business Pan India it holds 2 well-known brands: Vista Fashion & La pashmina,turnover of USD 211 million in the 2008-09.Alps is dedicated to creating home textile products that take your breath away. With a heritage and history of making landmarks in innovations, creativity, and aesthetics, Alps products include all possibilities in a home, right from Bedding, Windows Dressings, Decorative Pillows & Accents, Table Linen and Kitchen Linen. 

Duration:
Mar 2011 - April 2016
Designation: 
Executive Admin - HR
Responsibilities:

Admin, Order Processing / Travel Itinerary /Employee Relations/Reports Handling /Project Tracking:
· Handling the Distributors Tracker updating the Project trackers and Records

· Preparing Quotations and Invoices

· Outstanding Payment reminder for Distributors n Clients

· Sending emails to Company for requirements and taking approvals

· Sending Attendances and Salary Statements

· Maintaining Records month wise and projects wise
· Stationery and other purchase part handling

· Tickets and Accommodation booking

· Conducting the Primary Induction program like PPT presentations on the Company 
· Preparing the offer letters and Appointment letters

· Preparing the Daily Report and weekly Attrition reports on the New Joiners, Offer released and Attrition details
· Updating the HR Register and maintaining other Employee Master Database.
· Processing the Expenses Reimbursements of the employees.
· Maintaining the Non-disclosure agreement & Code of conduct for all the employees.

· Processing the Bank accounts of the employees & also the ID cards creation.
· Preparing of the Address Proof letters by the Request of the employees.
· Processing the Provident Fund of the employees.

· Checking all the things as per the checklist prepared by HR
· Taking Exit Interviews, Preparing Relieving Letters and Preparing the F&F details.

· Day to Day HR activities and coordinating events regularly.

· Employer: SMEC Projects Pvt Ltd,  

SMEC Projects Pvt Ltd, formerly known as Sriram Enterprises established in 2004 in Hyderabad have been involved in various prestige projects all over Andhra Pradesh. With a talented team of professionals working with us, we are focused to achieve greater paths of success. We are specialized in high-quality work for building constructions, all types of Civil, and structural works, Electrical and high voltage power distributions, HVAC fabrication, installation, and commissioning, as well as pipeline constructions.

Responsibilities:
· Maintaining General Cash book.

· Generation of bills & sending reports to Area Head office.

· Consumer service and tackling their problems.

· General Administration.

· Preparing certificates and all necessary documentation for RTA

· Preparing Invoices and monthly statement for Sales tax

· Stock verifications and stock refilling.  

· Sales & Purchase Invoice Preparation.

· Cash Book, Ledgers, Sales& Purchase Register Maintenance & updating them day to day. 

· Financial Statement like Cash/Funds Flow.
· Taking care of Purchasing  material as per the approval
TECHNICAL SKILLS:
               Operating systems              
 :     Windows/98/2000
Programming languages    
 :     C, COBOL
Packages                               
 :     MS-Office, ERP People soft
STRENGTHS:
· Hard working and good team player.
· Excellent organizational and administrative skills
· Natural analytical and decision-making abilities.

· Employee relation skills.
· Maintaining all HR paperwork to ensure compliance with relevant legislation.

· Able to work on multiple projects simultaneously.
· Achievement oriented 

PERSONAL DETAILS:
Marital Status                      :  Married.
Languages Known
     :  English, Hindi and Telugu.
Visa Status                          :  Tourist

Availability                           :  Immediate              
Integrity, Creativity, Ambitions and Technical Competence are the four parameters, where rests the success of any individual, and in continuation, these also have an influence on the success of any organization.I personally dedicate my persistent quest for success in these four important dimensions.

ARUNA 
