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Dear Sir,

I have completed my post graduation in Human Resources, to compliment it I am also a graduate in Economics and have a diploma in Public Relations .I have cleared them with distinctions from reputed universities in India .I am seeking a suitable placement that would befit my educational background. 

I am certain that I will be able to utilize the skills and confidence that I have acquired at my instructive career to the best advantage to meet your organization’s requirements. Please find enclosed my CV for your kind consideration. 

Assuring you my very best.

PROFILE 

A self-motivated and hard working, fresh graduate who is able to use own initiative and work as part of a team. Proven leadership talents with excellent interpersonal skills with ability to persuade and motivate a team to achieve objectives. Good at problem solving and analytical skills with ability to plan prioritize and accomplish tasks.  

OBJECTIVE

To be part of a dynamic and well-managed group, to exploit my skills to contribute primarily to the growth of the organization I work for and thereby improve personally and professionally. 

EDUCATIONAL BACKGROUND – INDIA 

· Post Graduate Diploma – Human Resource Management  - Loyola College – Chennai 

· Bachelor of Arts – Economics – Stella Maris College – Chennai 

· Higher Secondary Certificate – Commerce  - Naval Public School – Kerala 

· Matriculation – Sacred Hearts High School – Chennai   

ADDITIONAL QUALIFICATIONS

· Diploma in Public Relations – Public Relations Society of India  

· Well versed in usage of MS Office (Word, Excel, PowerPoint) Internet and Email

EXPERIENCE

TRISTAR TRANSPORTS – Dubai – Management Trainee – 18 July 05 to date

An ISO & Dubai Quality Award certified, Road Transport Company- A major player in U A E’s oil and petroleum products haulage.   The role necessitates training in all the departments – 

H R, Administration, Accounts, Operations, Logistics, and QAQC.

SAN MARINA – India – H R Assistant - 1 May 05  - 7 July 05

· Drafting job profiles, advertising and short listing 

· Arranging and conducting first round of interviews

· Checking with references

· Induction of new employees and joining formalities for out station staff

· Interacting with local recruitment consultants for outstation candidates 

· Organising and updating personal files of staff  

· Assisting in staff welfare activities, social functions 

· General office administration, data entry, preparing delivery orders, gate passes, primary and secondary billing 

· Coordinating dispatch of deliveries – between agents and clients – British Petroleum, Castrol  

EXPOSURE GAINED DURING MY EDUCATIONAL CAREER 

As a student, it has been part of me to dynamically participate in all activities – subject specific and co curricular, keeping in mind that these would the foundation to my career. The curriculum included working on projects and this involved hands on experience at various organizations depending on the topic selected. To elaborate given below are few of the many projects that has helped me achieve experience. 

PROJECTS 

· The Need and Importance of Employee Training and Development

· Impact of communication and advertisement on the youth of today 

· Gujarat Riots 

· Comparative study on the annual financial performance of an organization (Ranbaxy Limited 1999 – 2003) using ratio analysis 

STRENGTHS 

· Cleared all exams with distinction and projects submitted were adjudged best 

· Meeting deadlines, to work under pressure and multitask 

· Organizing inter collegiate debates, seminars, questionnaires, presentations cultural competitions etc 

· As assistant school captain at Naval Public School organized daily school assembly, annual school day, sports day, inter house, inter school competitions, staff parties and farewells etc
· Was costume coordinator of college and inter collegiate cultural programs 

HOBBIES 

· Event Management

· Swimming 

· Cycling

· Music 

PERSONAL DETAILS

· Date of Birth:

12 September 1983  

· Nationality: 

              Indian
· Marital Status: 

Single 
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