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Profile Summary:
Over 17 years of experience in HR and Administration.
Currently an ISO Coordinator for HRM & HRD activities, also procured exposure as Staff Training Coordinator, managed Administrative / Visa /Cash flow/ for Human Resources Management in  ETA ASCON STAR GROUP with a head count of above seventy thousand employees.

· Excellent presentation skills (written & oral)

· Ability to work under tremendous work pressure & meet with the deadlines with ease and efficiency. 

· Highly motivated, energetic, vibrant and confident in teamwork. 

Career Objective:

To strive for a better life through hard work and set very high standards in working environment and to optimize on available resources that will further enhance my career and aiding the organization in achieving overall objectives and goals.              
Core Competencies:

To Excel and deliver the best in every assignment handled. 
To lead, motivate and achieve results through teamwork. Highly Punctual, Disciplined and Self Starter.
A skilled communicator with exceptional presentation skills and abilities in forging business partnership and establish beneficial relationships with clients for the organization.
Expertise in working on international and multicultural environments with the distinction of exploring new markets for expanding businesses from scratch and streamlining operations.

Work experience:  
17 years experience in ETA Ascon Star Group, LLC
Working as ISO Coordinator for HRM/HRD group – from June 1, 2010 – Till date
· Job Profile:

· Prepare & Maintain HRM/HRD Quality management System Documentation in line with ISO 9001 standard & as stated in the mandatory documented procedures
· Coordinate with all Dept. heads of HRM/HRD for changes in Quality System Procedure and with MR for changes in Quality manual & Common working procedure

· Process improvements for HRM/HRD QMS

· Effective coordination with external certification bodies
· Monitor non compliances/deviations (NCR, Obs, OFIs) in the process activities & Identify Corrective/preventive action as appropriate and necessary

·  Plan & conduct Internal Quality Audits for HRM/HRD

· Prepare & review the implementation of immediate action, Corrective action & ensure timely closure of the same.

· Monitor scorecard scores & initiate necessary action (if required)

· Organize Quarterly HR Mgrs/Executives Meeting, Management review Meeting & prepare required reports for QMS

· Prepare & analyse customer satisfaction survey data (process-specific) for HRM/HRD

· Conduct Internal Quality Audit for divisions on request & submit complete report to the divisional MR

· Facilitate & prepare necessary QMS documentation in line with ISO 9001:2008 standard on requests of divisions

· Facilitate divisions during the External Audit on requests

· Update divisions on amendments or changes in the standard/requirement

Worked as Staff Training Coordinator – from June 1, 2009 – May 30, 2010

· Job Profile:

· To forward the monthly training calendar with the list of employees identified to all divisions every month.

· To intimate the respective trainers regarding the training scheduled.

· To allocate the infrastructure for the various training programs & other programs conducted in HRD.

· Forward the employee opinion survey questionnaire biannually to all divisions & coordinate with the Personnel Depts. in obtaining the filled in questionnaires & tabulate and forward the survey findings to the divisional heads.

· To capture the attendance records in System for all training programs.

· Maintenance of Training records of all in-house programs (incl. Feedback of employees, faculty rating, attendance records division wise, date wise & program wise)

· Provide a weekly report on Training & Development (induction, soft skills programs, technical training programs, etc.) in weekly review meeting.

· Follow up with the staff for the feedback on the learning evaluation of the training conducted.

· To forward the monthly training calendar with the list of employees identified to all divisions every month.

· To intimate the respective trainers regarding the training scheduled.

· To allocate the infrastructure for the various training programs & other programs conducted in HRD.

· Forward the employee opinion survey questionnaire biannually to all divisions & coordinate with the Personnel Depts. in obtaining the filled in questionnaires & tabulate and forward the survey findings to the divisional heads.

· To capture the attendance records in System for all training programs.

· Maintenance of Training records of all in-house programs (incl. Feedback of employees, faculty rating, attendance records division wise, date wise & program wise)

· Provide a weekly report on Training & Development (induction, soft skills programs, technical training programs, etc.) in weekly review meeting.

· Follow up with the staff for the feedback on the learning evaluation of the training conducted.

· Responsible for Delivering Induction Programs to the new joiners.

Worked as Sr. Administrative Assistant from June 1, 2006 – May 30, 2009

· Key Account Management-Nature of Work
· Handling HRM ISO related tasks, attended the training program on “Internal Quality Auditing 9001:2008”.
· Draft internal memos to all divisions as required & appropriate.

· Co-ordinate with TANMYAH Service (outsourcing Company) towards passport release, follow-up of cancellation, allocation of monthly invoice to the division.
· Maintain HRM liaison staff’s Leave schedule & job responsibilities

· Arrange tickets for Absconding Employees ( as & when necessary)

· Co-ordinate with Mitsubishi (client) towards submission of Visit visa extension, Employment visa, Residence Visa Cancellation & renewal, immigration card renewal process - undertaken by HRM 
· Apply new / replacement National Bank of Abu Dhabi Ratibi Cards for new arrivals & existing staff. Communicate with NBAD  & clear complaints received from division towards discrepancy / dispute in salary statement
· Previous Responsibilities from 1995 to 2006
· Handled Imprest Amount of nearly million and disperse the same to the PRO’s as and when required.
· Raise Vouchers pertaining to Visa Stamp Fee/Renewal Fee.
· Maintain Cash Book.
· Allocate Monthly Service Charges to the divisions towards process of Employment Visas, Transit, Visit, Residence Visa, Foreign Visa and Visa Transfer.
Worked as Computer Operator from September 1993 to April 1995  in Concepts and Devices (Sole Distributors of Meltron Mitsubishi Phones, Brother Fax Machines)Chennai. Job role included handling telephone calls, Typing correspondence, Preparation of Quotations, Annual Maintenance Contracts and Outstanding Payments.
Worked as Telephone Operator from July 1991 to February 1992 in Blue Dart Express Pvt. Ltd (A Global Service Participant of Federal Express Inc.,U.S.A) Chennai. Job role included attending telephone calls (Handled 56 Extensions), providing rates of Domestic and International consignment and Status of in-coming and out-going consignment.

Worked as Secretary from July 1988 to April 1991 in Joseph’s Nursing Home,Chennai. Job role included handling telephone calls, Fixing Appointments, Billing of in-coming and out-going patients, Discharge Summary and Cash Book Maintenance and Preparation of conference documents for the Director of the Nursing Home.
Areas of Impact:

Communication/Presentation

Numerical & Analytical skills

Leadership

Educational Qualification:


B.COM
(Bachelor of Commerce, Chennai) 

 

 
Languages Known:

English, Hindi and Tamil 
Reference:

Will be readily furnished on request

Visa Status:

Under Husband Sponsor
