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CURRICULUM VITAE

Afsal
afsal.367077@2freemail.com 
OBJECTIVE

To be an astute learner in your organization, where I can utilize my skills and academic background that offers professional growth while being resourceful, innovative and flexible for the growth of the organization.

EDUCATION

· Professional Qualification  : MBA (HUMAN RESOURCE MANAGEMENT at MG University)

Degree
: BBA (FINANCE at Calicut University)


Computer Knowledge
: MS Office, Tally.

PROFESSIONAL EXPERIENCE

	Field of Experience (India)
	

	
	Company
	: MUBARACK JEWELLERY CALICUT,KERALA

	
	Address
	: Kerala, Calicut Dt, Ramanattukara(po)

	
	Date Hired
	: From 17th August 2015 to 25th March 2017

	
	Position
	: HR Assistant


DUTIES & RESPONSIBILITIES

· Attendance maintenance and payroll calculations.
· Resolving salary queries.
· Providing effective administrative support for the HR advisors
· Managing the leave procedure and process for any departing staff.
· Producing reports and statistical information in Excel
· Replaying to any correspondence and emails.
· Answering telephone calls and dealing with enquiries
· Maintenance of the HR records and systems.


PERSONAL ATTRIBUTES

· Work extremely both as independent and effective team player.
· Strong analytical, communication and inter-personal skills
· Result oriented and hard working.
· Positive attitude together with ability to work with individuals at all levels within the organization.
· Committed to a continuous learning process for self-development in order to achieve overall objectives.

KEY COMPETENCIES

Excel Skills

· Research, update and validate data underlying spreadsheet production strategically fill gaps.
· Prepared source of data for computer entry: compiled, sorted, and prioritized data.
· Create pivot tables and modify spreadsheets to achieve analytical goals.
· Compared data with source documents and re-entered data in verification format to detect errors.
· Formatted spreadsheets and workbooks for print, document reproduction, and presentations.
· Manage spreadsheets and maintain data currency to ensure accurate data availability for managers and decision-makers.
Communication

Communicates clearly and concisely, both orally and in writing, with colleagues of all levels. Actively listens to others views and requests. Obtains information and checks level of understanding through effective questioning techniques...

Analytical Ability

Gathers and records verbal and numerical data in a comprehensive and effective manner. Analyses information for completeness and accuracy. Identifies key data, omissions and issues, escalating where necessary.

Effecting Control

Approaches tasks and interactions with others in a systematic and structured manner. Implements, advises on and maintains proper controls and processes within the department or function to ensure achievement against plan. Uses systems efficiently and in accordance with policy. Takes appropriate action in shortfall situations or where there have been lapses in processes and escalates where necessary.

Relationship Building

Approaches tasks and interactions with others in a systematic and structured manner. Implements, advises on and maintains proper controls and processes within the department or function to ensure achievement against plan. Use systems efficiently and in accordance with policy. Takes appropriate action in shortfall situations or where there have been lapses in processes and escalates where necessary.



	PERSONAL DETAILS
	

	
	Date of Birth
	: 11/05/1992

	
	Nationality
	: Indian

	
	Marital Status
	: Single


· Languages known  : English, Malayalam




Visa Status



: Visit Visa( 31/3/2017 To 29/6/2017)



CAREER INTERESTS

· ACCOUNTS
· ADMINISTRATION
DECLARATION

I hereby declare that the above-furnished information is true to the best of my knowledge

and belief.

AFSAL

