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Career Objective
An MBA graduate with 5 years Experience in HR & Admin (UAE, India) seeking a good position in an organization to succeed in an environment of growth and excellence and earn a job which provides satisfaction and self development. I would like to work for attaining the goals of my organization through hard work, research, skills and perseverance.

Work Experience
1.  Al Swiss Group of Companies, U.A.E (January 2013 to July 2017)
           Industry- Construction/Contracting

· HR/Admin Assistant
Roles and Responsibilities
· Handling all General ADMIN / HR Activities, Attendance, Grievances, Recruitment, Coordinating with Management, all Staffs & Admin Activities
· Assist in drafting and updating of appointment letter, business letter, promotion letter and other official letters

· Coordinate with PRO for new Visas, Visa cancellation and renewal. 
· Maintaining all organization Documents (Candidate’s Documents, Employment Agreements Signed by the Employee, Muster, Leave records, Personal files etc)
· Coordinate with recruitment agencies and New Employee Joining formalities. 
· Maintain and update the expires and renewals of employee visa, emirates ID, Labor card, passport and health card. 
· Daily Time sheet checking and updating in Right ERP software
· Harmonizing the Annual Performance Appraisal and issuing the increment letters to the Employees
· Conducting preliminary interviews over phone, conducting written & trade test for technical persons & scheduling interviews.
· Travel arrangements for employees arrival and departure 
· Man power planning for various departments within the firm & Maintaining database of resumes as per the requirement
· Preparation of SIF, PLA, Monthly Fuel bill & Telephone statements 
· Organizes corporate events such as company’s dinner, corporate trip, family day etc
· Prepare the warning letters, memos and notice as per the instruction from the Admin. Director or the supervisor. 
· Maintain and updates the expires of vehicle insurance and its renewal. 
· Coordinate with suppliers for the purchase of items like safety shoes, stationary items, pantry items, uniforms etc. All other administrative works.
2.  ST: MARY’S CLINIC, Kerala, India (March 2012 to September 2012)

           Industry- Healthcare
· HR Executive 
Roles and Responsibilities

· Implementing the HR policies, systems & procedures for the HR operations & developments
· Prepare & support the preparation of payroll. 
· Publishing of job postings on portals & giving advertisement

· Provides feedback to the management to enhance a better and cordial working environment
· Address employees’ grievances and complaints, provides guidance if necessary and counselling of employees
Strengths

· Enthusiastic and responsible candidate with good communication skills.

· Able to work independently as well as a group to cope with the rigid situations.

Academic Qualification
	Degree/ Course
	Institution
	University / Board
	Year of Passing
	Percentage/CGPA 

	MBA

(HR & Systems)
	TocH Institute of Science and Technology
	Cochin University of Science and Technology
	2012 
	7.38 

	BCA
	SS College
	MG University,
	2010
	70%

	CBSE (12th)


	Mahatma Gandhi Public School
	CBSE
	2007
	60%

	CBSE (10th)
	Mahatma Gandhi Public School
	CBSE 
	2005
	63%


Awards / Recognitions
· Participated in National level Athletic meet held at Madhya Pradesh during 2006

· Got prizes for essay writing at school and college levels during Arts fest

· College Union Vice Chairman for the year 2008-2009

· Organizer of “Denovo 2k, 2011” at Toc H Institute of science and technology

· Participated in 30th annual K M A during 2011

· Event coordinator for Arts and Science Club of the college (2007-2010)

· Achieved Individual Championship Award for Sports during 2008

· Active coordinator of the International Seminar conducted by Toc H Institute of Science and Technology

IT Skills
· MS Office (Word, Excel, PowerPoint)

· Right ERP Software
Projects Completed
	Sl.No
	Title
	Organization
	Period/Duration

	1.
	A study to find out the level of employee engagement at FCI OEN Connectors-An application of gallup’s organizational Q12 Survey

(Final year project as part of MBA)
	FCI OEN CONNECTORS LTD, KOCHI
	Feb 12’- Mar 12’

	2.
	Organization study- Analysis of various departments (as part of MBA 2nd Semester)
	SONATA SOFTWARE LTD, BANGALORE
	May 11’

	3.
	Software Project- It covered brief study of operation and concepts of programming language in .NET, to improve the efficiency of the organization. ‘Code Geekers’ was a project based on asking doubts online. (as part of Graduation-BCA) Tools used:C#.net
	NIIT, KERALA
	6 months

	4.
	Curriculum software project- CLINIC MANAGEMENT SYSTEM (as part of Graduation-BCA)                        Tools used: VISUAL BASIC, SQL Server
	
	July 09’- Sep 09’


Personal details

Date of birth:
             20-01-1989

Gender:

Female

Languages known:
English, Hindi, Malayalam

Hobbies:

Playing Badminton, Dancing
Visa Status:
             Visit Visa 
References:

References will be available upon request.

Declaration: I hereby declare that the information given above is true to the best of my knowledge and belief.

Date:

Place:
   
























