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       RESUME

 ARUN                
                                  

                   
                              Email:  arun.143630@2freemail.com 

Objective: -

To pursue a growth oriented career with a progressive company that provides a scope to apply my knowledge and skills that would help me contribute my best to the organization. 

Academic Qualifications:-

· M.B.A
 (H.R.M)
· B.C.A 
(Computer Application) 


Professional Experience:-

· Worked in CAMS PVT LTD (Computer Age Management Services) as                       H R Executive for past 1 year and 03 months.(02-Aug-2015 to 02-Nov-2016)
· Worked in Tata consultancy services (e-services) as                                                     Process Associate for past 1 year.(18-Apr-2012 to 26-Apr-2013)
· Worked in Amnet systems Private Limited (e-book Publishing Company) in           Business Development Team for 1 Year and 8 months.(03-Aug-2010 to 14-Apr-2012)
CAMS Work Descriptions:-
· Manage recruitment and selection of all new employees and contract staff.
· Sourcing through internal database, job portals (i.e. Monster, Naukri etc) advertisements, networking, referrals & Consultants.
· Experience in - Requirement Analysis, Sourcing, Screening, Scheduling, Interviewing, Salary Negotiation etc.

· Responsible for the development and delivery of the employee induction program.

· Mapping the monthly requirements with the team & discussing with managers & completing the same in given time frame.
· Document Collection, Clearing Discrepancies, Maintaining recruitment database  and Candidate records
· Handling queries with regards to Recruitment, Hiring & Joining.
· Coordinating with the candidates and providing solutions for their queries.
· Identifying the training needs of the employees with discussion with the department heads.
· Preparing the training calendar.
Tcs (e-services) Work Descriptions:-

· Post close audit on Mortgage (Home loan) we do field audit as well as document audit.

· Document audit means checking down the required field with document to document.

· Field audit means checking down the required field on updated application.

· If the field mismatches means we will suspend it.

Amnet systems (e-publishing) Work Descriptions:-

· Generate valid database on publishing company in US, UK, Germany, and Canada. By surfing in Google.

· Generated database will be double check in tool for avoiding duplicate.

· And upload in Sendblaster software for Bulk email sending.

· And track the response either it may be positive or negative. 

· And send email according to the Queries from the client  and make good conversation and make then as our potential clients to the organisation .   

· And send the status of the client to CEO on daily base.
 

Academic Project:-

Title:

“A Study on Employee Morale among On-Roll & Off-Roll Employees”.

Company:
Adecco India Private Limited, Chennai  
Computer Proficiency:-
· MS-OFFICE  -  Word, Excel, Power Point

· Internet & E-mail operations.

· VB (Visual Basic) 

· Operating System  -  Windows98, 2000, XP 
School level Qualification:- 

H.S.C
 (State Board)
 St. Mary’s Hr.Sec School,
 2007       60%

S.S.L.C
 (Matric Board) St. Mary’s Hr.Sec School,
 2005       56%
PERSONAL FINE Points:-

· Good communication/interpersonal skills.

· Hard working

· Optimistic

· Willingness to accept responsibility.
PERSONAL DETAILS:- 

Date of Birth 




: 
31/12/1988

Gender 


  

: 
Male

Marital Status 




: 
Single

Blood Group 




: 
O-

Languages Known



:
English, Tamil, and Malayalam
Passport issued date



:
28/09/2010

Passport Expiry date



:
27/09/2020
Declaration:-


I hereby declared all the above information is true of my Knowledge and my Belief.

Date: 









Yours Truly
 









Arun

