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Dear Sir,
This is with respect to your requirement. I am currently available in Dubai for a face to face interview. I am experienced both in HR and Admin
HR is key to attracting and retaining the top talent of any company.  
It is with pleasure and high expectation that I submit my application to you for the position of Human Resources Assistant. I am highly proactive and results driven HR professional, who enjoys being part of an energetic and dynamic team. I come to you with a reputation as a strong and committed worker, who has a very good understanding of HR selection processes, screening applicant CV’s, developing job descriptions, writing job adverts, checking application forms and maintaining employee records. 
In my present role I am in charge of analysing CVs, interpreting employment law and advising others on Human Resource policies and procedures. As well as having a comprehensive familiarisation with performance management, I am also proficient in processing filing systems, maintaining databases, typing letters and reports and managing confidential information. 
Further to all of the above, I have a long track record of providing advice and assistance on policies, procedures, legislation to both junior and senior staff. On a more personal level, I am passionate, enthusiastic, and driven to succeed in any tasks that I am given.

Strong background in all aspects of office management from scheduling meetings and coordinating travel to overseeing travel to overseeing budget and accounting functions. Demonstrated capacity to develop and maintain comprehensive administrative processes that improve the efficiency of day to day operations.

I look forward to the next step in this process, and thank you for taking an interest in my application. 
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Summary

Human Resource Generalist with an expert communicator and negotiator with strong conflict resolution skills. Extensive background in recruitment, retention, Office operations and records management.

Highlights
	· Staffing and Recruiting Professional

· Team Handling/Admin Overview
· Performance Management Strategies

· Employee Relations
	· Payroll Expertise

· On boarding & Off boarding
· Employee Training
· Event Management


Accomplishments
· Successfully implemented employee retention rewards and incentive program

· Ensured PF, ESI statutory compliances 

· Setting up new locations for a leading telecom operation in tier 2 cities - Trichy, Cochin, Vijayawada and Hubli. 
· My work and support got my company the “Most Innovative Recruitment and Staffing Program / Initiative” award at the RASBIC Awards 2006 at Mumbai.

Experience
HR Manager & Business Support
June 2011 to Current

M/s Evaluationz India Pvt Limited – Bangalore, Karnataka
· Implementation of various HR Policies
· Designed the employee performance evaluation process and merit program.

· Developed HR instructions for employee In and Out processing incompliance  with ISO 9001-2008 

· Implemented exit and interview program process.

· Processed all salary changes stemming from merit increases, promotion, bonuses and pay adjustments.
· Salary restructuring
· Personnel record management
Assistant Manager – Recruitment Team
June 2004 to October 2010

M/s Firstsource Solutions Ltd – Bangalore, Karnataka

· Reduced induction drop out from 45% to 12%
· Background verification process
· Developed creative recruitment strategies – staffing through churches, sick consultants, Free Ads, Blogging sites, Internet Cafe
· Managed complete recruitment phases, including defining hiring management needs and posting available positions.

· Developed recruitment methodology based on Training through put report.

· Contacted all job applicants to inform them of their application status.

· Ensured smooth employee relocation 

· Candidate recruitment  from new sources
· Employee orientation programs
· Recruitment
Team Leader
November 2002 to February 2004

M/s Reliance Infostreams Pvt Ltd – Mumbai, Maharashtra

· Successfully managed the activities of 15 team members.

· Training manuals in regional languages to resolve  customer issues
· Recruited, managed and mentored new customer service representatives per year.
· Improved service quality and increased CSAT rate by developing a strong knowledge of company’s products and services.
· Improved Customer Satisfaction by addressing customer feedback immediately and by evaluating CRM reports
Admin Executive

May 2000 to June 2002
M/s TVB Marketing India Pvt Ltd – Chennai, Tamil Nadu
· Drafted meeting agendas, supplied advanced materials and executed follow-up for meetings and team conferences.

· Reporting
· Managed office operations 
Admin Supervisor

January 1999 to December 1999

M/s BEAMS Management Consultant – Dubai, U.A.E

· Improved inventory management and reporting accuracy through Databases
· Provided support for CEO and sales team in managing operation work flow.

· Standardized department filing system to increase efficiency.

Sales Executive
February 1998 to December 1998

M/s Sunrise Real Estate LLC – Sharjah, U.A.E

· Counseled customers on market current status for residential and land markets.

· Guided homebuyers and sellers through the process of short sales.

· Generated lists of properties that were compatible with buyer’s needs and financial resources.

· Preparation of contract documents, purchase agreements and closing statements.

Education
MBA: MBA in Human Resource Management, 2012 
Annamalai University – Bangalore, Karnataka, India.

Master of Arts: M.A. Economics, 2000

Loyola College – Chennai, Tamil Nadu, India.

Bachelor of Arts: B.A. Economics, 1995

Loyola College – Chennai, Tamil Nadu, India.

Awarded
Awarded as Best NSS Leader in the college.

Awarded Best Customer and Response Executive consecutively.
Personal Detials
Sex:


Male 

Marital Status:

Married

Date of birth:

03rd November 1974

Languages known:
English, Tamil, Malayalam, Hindi  and Kannada.

References:

Will furnish upon request

The information provided above is true and complete to the best of my knowledge. Promising my complete co-operation at all times

