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OBJECTIVES

To execute my responsibilities in the best possible manner and take on greater challenges which would enable me to fully utilize my 4 plus years of experience in HR Admin area.

PERSONAL DETAILS

Date of Birth

:       26-04-1982

Nationality           
:       Indian

Gender


:       Female

Languages Known
:       English / Malayalam / Hindi

Driving License    
:       4 wheel, Indian

Marital Status

:       Married


PROVEN CORE COMPETENCIES INCLUDES

· Excellent administrative skill

· Recruitment & Training 

· Program and Event Management

· Events Planning & Management

· Excellent situation management skills

· Employee performance appraisals

· Staff Recruitment & Retention

· Confidential record keeping

· Employee development & training

· Disciplinary procedures

ACADEMIC QUALIFICATIONS

Bachelor of Arts (English Literature) - 2003 from UNIVERSITY OF CALICUT



   Master in Human Resource Management (MHRM) Christ College, Bangalore
ADDITIONAL ACADEMIC QUALIFICATIONS

Successfully completed THREE Years Diploma in Internet Architecture from SSI, Certified by Oracle India Pvt Ltd

Successfully Completed Diploma in IATA from Speed Wings, Bangalore

COMPUTER PROFICIENCY
Languages
:  C, C++, JAVA, Visual Basic 6

Database
:  MS-Access.2000, Oracle 8i. Sound Knowledge in Ms Office


   XP, Front Page 2000. Adobe Photoshop 7

Operating System
:  Windows 9x, Win NT 4.0, Win 2000, MS DOS 6.22
PROFESSIONAL EXPERIENCE

Company
:  Abu Dhabi Commercial Bank

Designation
:   HR Executive

Duration
:   July 2007 to till date

Location
:   Dubai

Responsibilities

· Arranging of Recruitment.
· Checking with Agency, Advertisement, Reference check, Follow up with the candidates, Creating reports.
· Visa procedures for the candidates.
· Coordinating with the team leaders regarding the candidates.

· File managing, Creating reports.

· Providing other services to candidates i.e. leaves, issuance of various letters, medical, passport etc.

· Prepare employment ads, short list suitable candidates and invite potential candidates for interview.

· Providing support to accounts team.

Company
:   Bilkish Associates
Designation
:   HR Coordinator

Duration
:   May 2006 to June 2007
Location
:   Kerala, India

Responsibilities:

· Recruiting collectors for UAE Banks  

· Sourcing, Screening & Short listing; Scheduling & Interviewing

· Preparing Offer Letters, Induction, Training, Terminations, Updating data base etc

· Prepare correspondence, reports, and materials for publication and presentations.

· Provide advice to management and employees on different issues related to staff.

· Supervise support staff.

· Other duties as assigned.

Company
:   Mphasis India Pvt Ltd
Designation
:   HR Executive
Duration
:   Jan 2003-Dec 2005
Location
:   BANGALORE-INDIA

Responsibilities:

· Recruiting candidates 

· Managing the shift timings and transportation.

· Management of Performance Management system

· Assigning the annual leave for the candidates.

· Monitoring of the Employees for there performance appraisals

· Providing support to accounts team

STRONG CHARACTER ELEMENTS

1 Articulate communication skills. 

2 Strong multi-tasking with an ability to work independently as well as part of a team.

3 Customer focused, with proficient interpersonal and client relationship management skills.

4 Self-confident, dedicated, loyal and hardworking.

5 Flexible and Confident, Consistent, Team Player and Energetic.  
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