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CAREER OBJECTIVES
Intend to build a career in Human Resource with leading corporate of hi-tech environment with committed & dedicated people, which will help me to explore myself fully and realize my potential with quality of administration & execution for achieving the assigned goals.
WORK EXPERIENCE
1. Worked as HR Assistant in SM Dental Solution Pvt Ltd (January 2017- November 2017 )
ROLES AND RESPONSIBILITIES
· Recruitments
· Defining job positions, Resourcing, screening and short listing resumes through various job portals or else internal reference.
· Conducting Personal interviews in coordination with department heads.
· Preparing offer letter, employment contract and job descriptions, completing joining Formalities and documentation.
· Induction & training
· Scheduling and arranging training while coordinating with external trainers and training programs.
· Identification of training needs and nominating candidates for training.
· Encouraging participation of employees in various organizational events.
· Employee database management
· Maintaining employees’ personal files and records.
· Tracking attendance, maintaining leave records.
· Employee Engagement
· Celebrating festivals.
· Effectively managing  picnics & parties.
· Settlement process
· Preparation of final settlement , Experience letters, Relieving letters.

2. Worked as Customer care executive in SM Dental Solutions Pvt Ltd ( August 2014 –May 2015 )
ROLES AND RESPONSIBILITIES
· Managing incoming calls and Customer service enquiry.
· Identifying and assessing customers needs .
· Handle customer compliance and providing appropriate solutions.
· Keeping records of customer  interactions.
ACADEMIC QUALIFICATIONS
· Master of Business Administration specialized in Human Resource from Visvesvaraya Technological University, Belgaum, Karnataka.
· Diploma in VIBES from Bharathiar University of Coimbatore.
· Bachelor of Business Management from Kannur University, Kerala.
· Secondary school education from Kendriya Vidyalaya.
PROJECT & TRAINING UNDERGONE
· Completed a project on HR Functions at Newage Software Solutions Pvt Ltd , Chennai for 3 months.
· Successfully undergone IUBO ( Innovations Unlimited Business Orbit) training program.
SPECIALIZED SKILLS
· Knowledge of basic use of computer, MS Word, MS Excel and MS PowerPoint.
· Computerised Accounting (Tally, Quick book, Peach tree, Trade easy.)
· Business Logistics.
PERSONAL STRENGTH
· Possess good verbal & written communication skills, Interpersonal skill.
· High level of confidence and leadership oriented.
· Team facilitator & able to deal with people in a diverse environment.
· Ability to maintain confidentiality.
· Willing to learn on the job and receive additional hands on training.
PERSONAL DETAILS
Date of Birth
: 29 June 1991
Languages Known
:
English, Hindi & Malayalam.
Visa Status
: Husband visa
DECLARATION:
I here by declare that the above-mentioned particulars are true to the best of my knowledge.

