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                                   Curriculum Vitae
                                                           LAVANYA 
                               Email: lavanya.147854@2freemail.com       
Objective



Desire to join with an organization that gives me scope to apply my knowledge and skills, and to be part of the team that dynamically works towards growth of the organization.

Personal Skills

· Proactive, Motivated and Goal-oriented Problem Solver

· Willingness to learn and ability to work hard

· Ability to work long hours 

· Presentation and Communication Skills.

Experience

· Acharya Institutes, Bangalore, 

                   July ‘14 – Dec’16
Designation: HR Assistant

· Lamis Outsourcing Solutions Pvt. Ltd, Chennai                Aug’12 - April’14
Designation: HR Executive 

Responsibilities

Acharya Institutes, Bangalore, India
    Roles and Responsibilities: 

· Analyzing the recruitment report from the colleges.

· Shortlisting the candidates according to the requirement.

· Calling the candidates for the interview process through e-mail or call.

· Giving preliminary test to the candidates.

· Preparing offer letters and appointment orders for the selected candidates.

· Responsible for the Joining and Exit formalities.

· Managing the Payroll Software.

· Processing the salaries of the employees.

· Maintaining the documents of the department.

· Assisting the HR Manager with other HR activities.
Lamis Outsourcing Solutions Pvt. Ltd, Chennai

     Roles and Responsibilities:

· Collecting the attendance sheet from the companies.

· Preparing the payroll statement with the summaries of the earnings, leaves, deductions and taxes of employees

· Verifying the salary statement manually with the attendance sheet.

· Generating the Bank and Cash statements by uploading the salary statement in the software.

· Preparing the entire data sheet of the payroll statement of different companies. 

· Preparing Monthly PF and ESI report.

Technical Skills

C Basics, Windows, Microsoft word, Excel and PowerPoint
Area of Interest


· Payroll & Recruitment

· Admin and Secretarial  

Educational Qualifications

· Pursuing Master’s in Business Administration from University of Mysore, 2016-2018.

· Bachelor of Engineering from LCR College of Engineering & Technology, Anna University, Chennai, 2008-2012.

· HSC, Tamil Nadu State Board, 2006-2008.

· SSLC, Tamil Nadu State Board, 2005-2006.

Personal Information
Date of Birth
        :       24.04.1991

Languages
        :       Read     :    English, Tamil

                                          Write     :    English, Tamil          

                                          Speak   :    English, Tamil, Telugu, Hindi
         

Nationality                :       Indian

Marital Status           :       Married 
Visa Type                  :       Husband Visa
Note: Ready to join on an immediate basis.
Declaration: I vouch for the authenticity of the above furnished information.










LAVANYA
