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	Seeking a Role in the Admin/ Human Resources Department


	SYNOPSIS
· Master of Business Administration with over 2 years experience in HR industry
· Last Assignment with Zebronics Ltd, Chennai as HR Executive

· Experienced with Cholamandalam DBS, Chennai as Administrative Assistant
· Senior Executive at CSC Computer Education Nagercoil



	OBJECTIVE

My objective is to work with a team of professionals, take up challenging tasks and advance my knowledge and experience in the operation and functions of the company and to be an integral part of the team contributing to the success and growth of the Organization.



	                                                        PERSONAL STRENGTH

· Strong Communication Skills

· Optimistic
· Ability to motivate people
WORK EXPERIENCE
(A) HR Executive – Zebronics  Ltd, Chennai, India (Jan 2014 – Nov 2015)
· Managing and handling employee database both in Soft form and Files Management.

· Handling the Payroll.

· Explaining various policies, strategies and benefits to employees.

· Identify the source of hiring.

· Coordinate interview with the respective department.
· Handling all the queries of employees.

 (B)Administrative Assistant – Cholamandalam DBS, Chennai, India (May 2009 – June 2010)
· Develop policies and assisting with the insurance director.
· Liaison between employees and insurance companies.

· Keeps track of important policy details.

· Filing the necessary paperwork for all insurance claims.

· Recommends new company insurance policies.

· Reviews company policies to determine new and shifting needs.
(C)Senior Executive - CSC Computer Education, Nagercoil, India (July 2007 - Oct 2008)
· Advice students on the relevant job oriented courses offered.

· Liaison with the Marketing Executives on the daily prospective leads received.

· Explain the benefits with students with regards to package offered.  

· Hold regular batch reports and update them on the weekly basis.

· Produce reports to the Management on extension of courses Undertaken.

· Prepare and submit to the management monthly and Executive Business Report 


	ACADEMIC QUALIFICATION

· MBA in HR & Marketing from Anna University with 71%
· Project done : Workers Participation in Management at Kerala Automobiles Ltd
· Bachelors in Science (B.Sc. IT) from MS University with 75%
· Proficient in MS Office(MS Word, MS Excel, MS Powerpoint)
· Project done : Online Vehicle Information System via network



	PERSONAL DATA

Nationality                            Indian

Date of Birth                         21st May 1987

Languages known                 English, Malayalam, Tamil

Marital Status                       Married

Valid Until                           17th June 2023
Visa Status                           Husband Sponsor



