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Objective: 

Seeking a placement of challenge and growth in the functional areas of Human Resources, Administration.
Career Synopsis :

Over 6 years of experience in the field of Administration & customer service in India & 5 months of HR administration in Qatar. Post Graduate in International Business/Human Resource Management from Edith Cowan University, Australia.
· Good Communication & Presentation Skill
· Hardworking and Team Person, 
· Confidence to handle the functions independently.
· Pleasant disposition and Perseverance to excel. 
· Proactive and innovative with the drive to achieve results in challenging environments
· Works hard with Honesty and Integrity.

Work Experience: 
 @Head Hunters (Pune)
As Recruitment Associate – Bangalore Office (Since June 2014)
· Sourcing of candidates as per client requirement.

· Interacting with prospective candidates

· Negotiating with candidate/client for finalizing recruitment.

· Coordinating with Pune Office.
@ UrbaCon Trading & Contracting (Qatar)
As Recruitment Administrator & Labour Relations Assistant (Jan 2014 – May 2014) was in charge of handling the following:

· Receiving the passports, blood group copies of the new candidates.

·  Following up with the Immigration team for the RP’s of the new joiners.  

·  Generate Employment numbers for the new joiners.
·  Creating a file record for the new joiners (hard file and digital format)
·   Following up on  the visa status

·   Preparing the offer Letters
·   Following up with their medical status

·   Following up with the agencies for the deployment of candidates

·   Master List updated daily 

·   Making necessary arrangements for the deployed candidates.

@ RSM Astute Consulting (Bangalore)
In RSM Astute Consulting Pvt Limited, we provide audit services to varied type of industries like infrastructure, education, electronics, etc. As an internal audit associate (from September 2012 till  August 2013) following are the key responsibilities handled.
Key responsibilities handled: 

· HR Audits, Fixed Asset Audits

· Letting the clients know the shortfall in procedures. 
· Identifying the discrepancies.

· Assist the clients in the smooth functioning of its management.
· Providing recommendations and solutions.
· Drafting Business Strategies.

· Updation of accounts in tally.
@ACCENTURE (Bangalore):

Period of work was from December 2009 to September 2012.  The client handled was Virgin Media (2nd largest service providers in the UK with regard to digital TV, broadband, telephone and mobile services). As a senior customer support associate following responsibilities were handled.

Key responsibilities handled:
· Mentoring New Support Executives.

· Understanding customer queries. 

· Setting the right expectations. 

· Providing real time solutions. 

· Achieving customer satisfaction.

@Development Credit Bank Ltd (Bangalore):                

Period of work was from July 2006 to February 2008.The positions handled were as a Customer Service Executive and as Officer - Operations.

As Customer Service Executive

Key responsibilities handled:
· Marketing of mutual funds and insurance related products. 
· Business Development 
· Designing Client investment Portfolio

· Managing client Portfolio
As Officer – Operations 

Key responsibilities handled:
· Clearance of cheques at the MICR Centre

· Independent custodian of Security instruments

· Client query solutions.  

In 2008 resigned from the Bank to pursue the MBA (International) Course offered by Edith Cowan University, Australia in Off Campus mode in partnership with Bangalore Management Academy. The Course has worldwide accreditation.

The experience gained from the Project undertaken on ‘ EMU FARMING’ as part of the MBA Curriculum included: 
· Conceiving the Idea
· Project Planning 
· Business Promotion 
· Manpower Planning and Financing.
Experience Summary:
	Period
	Organisation
	Nature of Work
	Years/Months

	July 2006 - Feb. 2008
	Development Credit Bank Ltd (Bangalore)
	Marketing & Operations
	2.4

	Dec 2009 – Sep 2012
	Accenture India / Outsourcing Division (Bangalore)
	         Customer Support
	3.5

	Sep 2012 – Aug 2013
	RSM Astute Consulting Pvt Limited (Bangalore)
	Internal Audits, Finalizing the Accounts 
	1.0

	Jan 2014 – May 2014
	UrbaCon Trading & Contracting (Qatar)
	Recruitment Administration
	Less than a year

	June 2014 
	Head Hunters
	Recruitment Associate
	


Awards and Recognitions:
· Won the summit award for the consistent performance @ Accenture 
· Won the title Empathy King @ Accenture
Education: 
	Degree/

Qualification
	Institution / University
	Specializations
	Year of Passing

	MBA
	Bangalore Management Academy /Edith Cowan University Australia
	International Business/Human Resource Management
	2009

	B.COM
	Christ College /Banaglore University
	Management Accounting

Banking & Financial Management
	2006

	PUC
	Cathedral College/ Karnataka PU Board
	Commerce & Computer Science
	2003

	SSLC
	New Horizon Public School, Bangalore
	Science /Maths
	2001


Computer Skills:
	Skill
	Details

	Tally 6.3, 7.2 & Tally 9
	Accounting Software Certificate

	Finacle
	Core Banking Software

	MS Office
	Word, Excel, Power Point Applications


Personal Information:

	Date of Birth
	15th September 1985


