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	Objective


 

	Skill Sets


To obtain a position in the HR field that utilizes and further develops each of my skills and will allow me to work my way up into a position of more responsibility.
 
Technical Skills:
· Proficiency in MS Office 2007- Word, Excel, PowerPoint and Outlook. 

Additional Skills:

· Fluent in Business English ( Written and Spoken)

· Excellent Telephone and Email Etiquette.
· Good Decision Making and Problem Solving Skills.

· Ability to work under pressure and minimal supervision.

· Ability to use own initiative.

· Ability to work in a team.

· Planning and Organizing.

· Self-Motivator and Good Time Management Skills.
	Employment Details


SGS Gulf Ltd. (Société Genérale De Surveillance) (JAFZA, UAE)
Coordinating  Officer (July 2009 -  Till date)

Role Profile: Trade Center Officer (October 2010 – Till Date):
· Managing Clients of Cameroun single-handedly.

· Communicate with laboratories for testing requirements.

· Co-ordinate with accountants for invoices related to testing and Certificate of Conformity (CoC) issuances.
· Active participation in the Management Committee to provide suggestions and measures to improve Client Satisfaction and Customer Delight.
· Handling queries & communications with affiliates, clients & other government agencies.

· Client visits/meeting, client acquisition & related PR activities. 

· Day to day Operational coordination & monitoring quality of executed jobs.

· Send service offers, quotations related to registration, testing and CoC issuance.
· Provide timely and effective responses to the network in relation to inquiries concerning essential product requirements, standards and classification and also service request inquiries.

· Send inquiries to the affiliates or contract clients for additional information.

· Escalate cases on non-response status or high risk disputes to Supervisor or Management.

· To assess product and/or exporter risk levels, identification of product essential requirements and applicable standards following the Business Rules on conformity assessment classification, import eligibility and process flows. Country instructions and other related references 

· Assess product and/or exporter risk levels, identification of product essential requirements and applicable standards following the Business Rules on conformity assessment classification, import eligibility and process flows. Country instructions and other related references 
· Filing ,archiving and related record maintenance

· Make suggestions on improving effectiveness and effienciency of the division

· Attend to any specific request from the management in relation to the need of the operations

 
Role Profile: Processing Unit Officer (October 2009 – October 2010):
· To Liase with clients and affiliates on Initial requests for COC (Certificate of Conformity) Issuance. ( local and International Client) 

·  Checking and verifying the necessary documents on accuracy, completeness and Approved Quality Standards.

· Generating drafts and forwarding the same for client‘s confirmation.

· Processing confirmed drafts and issuance of the Final COC.

· Delivery of Outstanding Customer Service to both Local and International Clients.

HCL Technologies Limited. (HCL) (Chennai, India)
HR –Recruitment  (Jan  2008 -  July 2008)
Duties:-
· Ability to evaluate the most relevant aspects of the right profile to the job.

· Capable of understanding and the current needs of the organization.
· Explaining the employment policies of the organization to the applicants who are newly hired.

· Maintaining and updating employee records.

· Updating and checking employee information like his/her status of job, any promotions or insurance plans.

Responsibilities:-
· Searching right applicants.

· Recruiting qualified applicants.

· Attempting calls.

· Maintaining employee records.

· Updating employee records
· Arranging interviews for the selected candidate

	Award & Achievements


 
· ISO awareness & SharePoint Training.

· Code of integrity.

· HSEQ (Health, Safety, Environment and Quality) Training.

	Educational Qualifications


MBA (Master of Business Administration) - HR and Finance, Hindustan College of Engineering, Anna University, Chennai, India – (2006-2008).
B.Com (Bachelor in Commerce) - Marian College, Mahatma Gandhi University, Kerala-India. – (2003-2006).
Personal Details
  

	Nationality:
	Indian

	Start date:
	1 month Notice 

	Status:
	Married  

	Date of Birth
	January,19th 1985

	
	

	Visa Status
	 Company Visa 

	Work Experience    
	8years with expertise in the area of Quality Inspection and Certification and 6 months in HR – Recruitment 


 

     
