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Vinoth.349953@2freemail.com 

 SHAPE  \* MERGEFORMAT 




Competent and diligent professional having diverse experience of over 4 years in the area of customer caring, Performance Management, Employee Relations & Administration and Business Development.
My career objective is to get involved in technical development and management role in Administration (HR). I seek an opportunity to learn and develop to contribute to the success of the organization by providing support in organizational development.


     Master of Business Administration in Human Resource and Marketing Management at VLB Janakiammal College of Arts and Science, Coimbatore, India (2009-2011) (Bharathiyar University).

     Graduation in Bachelor Of Computer Application at VLB Janakiammal College of Arts and Science, Coimbatore, India (2006-2009) (Bharathiyar University).


· VExcel Engineers,Visakapatnam, India As Administration In-Charge (Feb 2013- Dec 2016)
            A subsidiary of SHOFT Industries, have an record of building a variety of vessels, engaged in multiple shipbuilding projects.
· Overseeing smooth implementation of HR policies for manpower planning, recruitment, selection, induction, exit, payroll management, performance management.
· Negotiating and amicably settling disputes among the employees and maintaining discipline & harmonious working environment across all employee levels.
· Providing payroll information by collecting time and attendance records.
· Submitting employee data reports by assembling, preparing, and analyzing data.
· Conceptualizing & developing, training & development initiatives for improved productivity, building capability and quality enhancement.
· Providing secretarial support by entering, formatting, and printing information; organizing Work; answering the telephone; relaying messages; maintaining equipment and supplies.
· Maintaining employee confidence and protects operations by keeping human resource information confidential.
· Maintaining quality service by following organizational standards.
· Maintaining technical knowledge by attending educational workshops; reviewing publications.
· Bajaj Capital Insurance Broking Ltd. India – Personal Financial Advisor (March 2012-December 2012).
          Bajaj Capital is an investment services company with over 50 years of experience in helping people protect and grow their wealth.
·     Analyze financial information obtained from clients to      determine strategies for meeting client’s financial objectives.
·     Answer client’s questions about the purposes and details of  financial plans and strategies.
·     Contact clients periodically to determine if there have been  changes in their financial status.. 

·     Selling financial products such as Mutual Funds and insurance.

· Young, energetic and enthusiastic.

· Knowledge in UAE Labour Law.

· Strong analytical and problem-solving skills.

· Highly organized and dedicated, with a positive attitude.

· Good interpersonal and communication skills (both written and oral).

· Self-assured, Self-confident & Self-motivated.

· Ability to inspire creativity and co-operation among team members.

· Focused, ability to learn quickly and deliver quality work.

· Open minded, organized, productive and practical.

· Ability to work under pressure & meet deadlines.

· Willingness to learn and work in teams.

· Decisive, dedicated and dependable.

· Independent and responsible.

· Adaptable to circumstance.

· Flexible and friendly.


· MS Office

· Windows OS

· Internet

A study on Quality of WorkLife of Employees in Co-Operative Sugarcane Industry, Udumelpet, Tamilnadu, India.

· Date of Birth         :  23-05-1988
· Sex                         :   Male
· Marital Status       :   Single
· Nationality              :   Indian
· Religion Caste       :  Christian
· Languages Known :  English, Tamil, Hindi, Telugu.

         I, hereby certify that the details furnished above are true to the best of my knowledge and belief.
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