First Name of Application CV No 217266
Whatsapp Mobile: +971504753686 

[image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!




To get contact details of this candidate Purchase our CV Database Access on this link.

http://www.gulfjobseeker.com/employer/services/buycvdatabase.php 

OBJECTIVE
To obtain a position where I can maximize my management skills, training experience and interpersonal skills in a dynamic environment and desire to progress like to grow with the organization, and prove to be an asset for its effective functioning and be a team player for the achievement of organizational goals and its success.
PROFILE

· Highly motivated and passionate business management professional with over one year experience in HR and administration.
· Strong interpersonal and communication skills, and know how to handle different kinds of people and circumstances.

· Equally effective working independently and in cooperating with others.

QUALIFICATION

· Master of Business Administration (MBA), 2010-2012 from Bharata Mata Institute of Management, Cochin, Kerala (MG University)
Specialization: Human Resource and Marketing

· Bachelor of Business Management (BBM), 2007 - 2010from R.V.S College of Arts and Science (Bharathiar University), Coimbatore, Tamil Nadu.
· Diploma in Foreign Exchange Management and Trade, 2007-2010 from Bharathiar University, Coimbatore, Tamil Nadu.
PROFESSIONAL EXPERIENCE

· Assistant Administrator at THE CALICUT AUTOMOBILES (PASSENGER CAR Dealer OF TATA MOTORS)  VATAKARA, kozhikkode (JUNE 2012 – DECEMBER 2012)
· Meeting and greeting clients and visitors to the office. 

· Typing documents and distributing memos.

·  Handling incoming / outgoing calls, correspondence and filing.

·  Faxing, printing, photocopying, filing and scanning.

· Monitoring inventory, office stock and ordering supplies as necessary

·  Responsible for purchase orders. 

· Creating and modifying documents using Microsoft Office. 

· Updating, processing and filing of all documents
· TAJ CLUB HOUSE, CHENNAI (Dec2011-May2012)

The role of HR Trainee covers responsibilities related to cafeteria feedback system, recruitment and joining process starting from handling queries from applicants, potential employees, internal departments, and handling reward and recognition system.
· THE MATHRUBHUMI PRINTING AND PUBLISHING CO LTD


                                                                                                                                                                                  (MAY 2010 – JULY 2010)

Summer Internship at Calicut head office.
PROJECTS

· Dissertation Report on REWARD AND RECOGNITION SYSTEM AND ITS EFFECT ON EMPLOYEE PERFORMANCE at TAJ CLUB HOUSE CHENNAI.

· Organization Study at THE MATHRUBHUMI PRINTING AND PUBLISHING COMPANY LTD KOZHIKKODE.
· Industrial Training at ULCCS Kozhikode
· Investment in Mutual Funds – Mini Project
· Dissertation report on “A COMPARATIVE STUDY ON CUSTOMER PREFERENCE ON MOBILE COMMUNICATION WITH REFERENCE TO THE SERVICE PROVIDED BY PRIVATE (AIRTEL) AND PUBLIC (BSNL) SECTOR IN SULUR CIRCLE” 
Skills & credential

· Proficient in Microsoft Office(Word/Excel/PowerPoint)

· Personal Interests: Reading, Listening Music
· Languages Known: English, Malayalam and Tamil

PERSONAL DETAILS

· Nationality: 


INDIAN 


· Date of Birth: 


10 June 1990


· Religion:    


Hindu

· Marital Status:

            Married
