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FATHIMA 
                        Fathima.368244@2freemail.com
To grow in my Professional career by taking up challenging roles in an organization, where I can add tangible value to the firm and achieve this by constantly updating my domain knowledge both on and off the job
Career Abridgement

  Highly accomplished, goals-driven Post Graduate – MBA (HR & Marketing) from Anna University
· Highly competent professional who can be trusted with confidential projects
· Good knowledge of managing business relationships and knack of understanding corporate requirements

· Excel in turning disorganized environments into smooth-running operations and overhauling administrative processes to improve accuracy and efficiency.
· Expertise in analysing and improving systems and procedures, designing internal control systems and facilitate effective decision-making
· Highly articulate, adaptability to situations, self-confidence, demonstrating exceptional relationship building, communication, decision making, analytical and interpersonal skills, leadership skills, can work easily in a diverse culture and handle them.
Scholastics

· MBA (HR & Marketing) from Anna University in 2014; First Class

· BBA (Business Management) from ManonmaniamSundaranar University in 2012; First Class

PROFESSIONAL  EXPERIENCE
· Worked as a HR  Executive  at ABT Maruti,Chennai from March 2015 to July 2016- 1 year 4 months
JOB DESCRIPTION:

· Handling employee database

· Leaves and attendance management

· Maintaining records.
· Handling all the queries of the employees

· Assist day to day operations of HR department.
· Managing advance salary,bonuses and loans.
· Drafting letters for the employees on request like salary letter, increment letter, NOC letter, Transfer letter.
Areas Of Expertise

· Expertise in HR Concepts
· Financial Transactions & Cost Control
· Performance Assessment

· Portfolio Management

· Payroll Accounting
· MS-Office, Outlook Express
· Windows Family
Projects

· “Empowerment of Employees Focusing on Psychological Factors” at Subburaj Spinning Mills Pvt. Ltd in Tiruneveli

· “A Study on Job Satisfaction of Employees” at Shajahan Jewellers, Nagercoil.
· “Competitive Analysis Between Britannia and Parle Products” with special reference in Trivandrum district.
Achievements
· 2nd place on debate competition in National Level Management Meet held at Saintgits Institute of Management, Kottayam, Kerala.
· Certificate for participating in Workshop “Entrepreneurship” organized by Kumaraguru College of Technology, Coimbatore.
· Certificate for attending training in Personality Development and Bio Statistics                                                                                                                                                  

Position Of Responsibility
· Team Leader in “Summer Expo” organized in St.Xavier’s Catholic College of Engineering, Tamil nadu
· Student Coordinator of National Level Symposium organized in (Noorul Islam College of Arts & Science), Tamil Nadu. EXPERIENCE
Personal Dossier

· Date of Birth

: 03-06-1991
· Linguistic Proficiency
: English, Tamil and Malayalam
· Martial Status

: Married
· Visa Status 

: Visit Visa  
· Visa Valid

: 9th Jan 2017
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