Aswathi
Dubai, UAE

aswathi.370877@2freemail.com 
Profile
 A motivated, focused young professional having a passion towards challenging opportunity in the field of management & administration of human resources. A performer and a learner looking for an environment where skilled profession is considered as a highest priority and offers opportunities for advancement. 
Education

MBA in Human Resources from Srinivas Institute of management Studies, Mangalore University, India (2011-2013) (First class with distinction)
BSc Psychology from Kannur University, India (2009-2011) (First class)
Work experience
HR and Administrative Assistant, Hinckley Management Consultants (Aug 2016- Present)
Job Responsibilities
· Building productive, collaborative relationships with business partners.
· Generating potential candidate data base with the help of different job portals and references.
· Reviewing resumes and applications sent in by the job applicants.
· Scheduling interviews for job applicants.
· Examining candidate data pool to provide the best talent information to business associates. 

· Managing and filing day to day business expenses.

· Managing Social media pages for the company and that of business associates.

· Act as a first point of contact by representing the company in a positive manner.
• Assist the Managing Director with scheduling appointments and events.
• Manage travel and logistics details for the Managing Director.
HR & Admin Officer, HDFC SALES Private Ltd (DEC 2013 – March 2015)

Job Responsibilities

· HR

· Initiate hiring by coordinating with job consultancies across India.

· Screening of C. Vs, scheduling and conducting interviews.

· Collect and verify documents required for Appointment Letter generation.

· Initiate Background verification of newly recruited candidates.

· Coordinate with Head Office for Appointment Letter generation.

· Carry out joining formalities and Induction of new joinees.

· Periodic review of employees’ performance along with team heads and reporting to Head office.

· Address queries relating to Full and Final Settlement, Incentives, salary.
· ADMINISTRATION

· Day to day admin activities and troubleshooting.

· Tracking office expenses and sending bills to Head office for dispatch of cheques for vendors.

· Responsible for the maintenance of office equipment like computers, ACs, Printers etc.

· Managing housekeeping staffs.
Initiatives introduced:

· Expanded the number of tie ups with job consultancies and effectively ran employee referral programs for recruitment.
· Initiated CSR activities which included fund raisings for patients with poor financial background.
· As a part of employee engagement, seminars were conducted on various subjects.
· Introduced TGIF activities which helped improving organizational harmony.
· Effective system introduced in inventory management and book keeping.
Noteworthy Accomplishments
· Participated and won prizes in National Level Management fests hosted by various 
     colleges.
· Winner of National Level Paper Presentation hosted by Srinivas Institute of
    Technology.
· Event Manager of ‘Best Manager’ in MAGMA 2K12 – National level Management Fest.
· Elected as secretary of students’ union of AWH College in the year 2010 -2011.
· First rank holder of class 12th Humanities in the Sultanate of Oman.
· Titled ‘Outstanding Student’ of Indian School Muscat in the year 2008.
Interests
Music, Yoga
Skills
IT: MS Office. 

Languages:  English, Hindi, and Malayalam. 
