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	Objective
	Aspiring for challenging assignments in Human Resources Management with an organization of repute skilled in identifying  & hiring through various sources, handling end-to-end recruitment cycle and maintaining cordial relationship with the employees

	Education
	Acharya Nagarjuna University - India

2013-2015

· Completed Master of Business Administration with specialization in Human Resources.
Jawaharlal Nehru Technology University - India

2007-2011

· Completed Bachelor of Technology - Civil Engineering


	Skills
	· Well versed with MS Office

· Leadership, Teamwork, problem solving and analytical skills, initiative, Adaptability to change, Time management and project management skills
· Auto CAD, STAAD Pro, MS Project, C Language.



	Experience


	Office Administrator - Navata Road Transport  & logistics service provider
                                                 Vijayawada, Andhra Pradesh, India

 •    Assisted in document scanning and logged them in the company  proprietary 

        computer system for future review by other internal departments

  •     Assisted in typing and distribution of confidential letters for senior members daily.

  •     Observed payroll activities for employees and posting of checks before end of month.

  •     Assisted in answering incoming calls helping in resolving issues with both customers 

         and billing department.

  •     Helped in analyzing all company data entry systems and assisted in preparing 

         recommendations for system-wide efficiency improvements.

  •     Implement schedule and policy changes.

  •     Collaborate with other managers and staff members in order to formulate and  

         implement policies, procedures, goals, and objectives.
  •     Monitor operations to ensure that staff members comply with administrative policies 
         and procedures, safety rules, union contracts, and government regulation.
  •     Promote safe work activities by conducting safety audits, attending company safety       
         meetings, and meeting with individual staff members.
Logistics Operations Supervisor - Aramex Emirates LLC, Dubai, United Arab Emirates

August 2012 – January 2016

· Ensuring effective and timely implementation of all Logistics daily operational goals inclusive of Shipping functions and Inventory Management.

· Developing and initiating monthly reports having required project timelines, corporate metrics and productivity measurements.

· Support inventory management consisting of reconciling and maintaining of finished goods inventory by sku along with lot date at 3PL warehouse locations.

· Ensure to process orders and on-time delivery by network of courier companies and warehouses.

· Plan and arrange logistics required shipments.
· Supporting simplification and standardization of processes to accelerate logistics and enhance efficiencies.

· Identifying enhancement opportunities and suggesting solutions for improvement to top management.

· Overseeing and monitor availability of stock to reduce shortages.

· Head team to develop, articulate and maintain logistic process documentation.

· Command on TOM and SSA software’s used at the warehouse.

· Taking care of exhibition stocks during the time of exhibitions.

· Analyzing and reporting to the key performance indicator (K.P.I) and Daily procedure report (D.P.I) to the management.

Site Engineer - Sri Vishnu Construction, Machilipatnam, India

November 2011 – July 2012

· Ensuring the proper safety and Quality at site.

· Monitoring and control the wastage of material on site.

· Proper Checking of  different works at site  with required tools and Equipments before And after completion of works

· Ensuring the delivery of required materials at site in advance with the co ordination of store and purchase.

· Preparation of working bills, measurement of work as executed on Weekly and Monthly basis of sub contractor.

· Maintaining the proper Co ordination to Sub contractors.

· Giving Tool Box talks every day specially before starting of new activity at site.



	Personal Traits


	· Efficient management and organizational skills.

· Good communication skills.

· Open minded and able to work in complex projects and environment.

· Excellent problem solving and analytical skills.

· Positive attitude



	Interests


	· Meeting and interacting with people.

· Browsing the internet.

	Achievements
	· Was one of the coordinators in the Department Of National Level Student Technical Symposium ACME 10.

· Participated in paper presentation held at VNR Vignana Jyothi Institute of Engineering and Technology (Hyderabad) and Sri Sunflower College of Engineering And Technology (Lankapalli).
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                                           Yours Sincerely
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