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Seeking middle-level management assignments in Human Resource/Administration/ Customer Relationship/Back Office/Secretary with a frontline organization

EXPERIENCE DETAILS
3 years and 8 months work experience with Technologies Ltd, Technopark, Trivandrum as HR Executive.

leading corporate in Software development, Healthcare Receivables Cycle Management, FMCG and Communication sector. It has its branches across Hyderabad, Bangalore, Cochin, Trivandrum, Mumbai, Portland, New Jersey, Florida, Fort Lauderdale, UAE etc. The head office of Technologies is located in Technopark, Trivandrum, Kerala, India.
Job Profile:
· Working as the HR Executive of Head Office (Trivandrum) and also in-charge as the HR Executive for  branches in Hyderabad, Bangalore, and Cochin. 

· Conducting recruitment activities of freshers and experienced candidates (from making/attending calls till the induction of the employee). 

· Conducting Walk-in test/interviews for freshers and experienced candidates for various requirements of the company. 

· Actively involved in Campus Recruitments representing 

· Reviewing and screening of resumes of experienced candidates from advertisements. 

· In-charge of company's Group Insurance Policy. 

· Handling payroll of  branch in USA. 

· Preparing all types of letters for all the four branches in India which includes Offer letters, Appointment letters, Confirmation letters, Salary Revision, Promotion, Transfer, Deputation, Memos, Notice Prior to Termination, Termination letters etc. 

· Updating and maintaining Employment Information System and also Employee Database of these branches. 

· Preparing and submitting Occurence Reports, Dashboards and Attendance Monitoring for these branches, to the HR Manager. 

· All induction activities. 

· Preparing and maintaining personnel files of all the employees of head office (both hard copies and soft copies). 

· Dealing with consultancies for meeting the requirements of both fresh and experienced candidates. 

· Scheduling telephonic and personal interviews of candidates for different posts, with the department heads/managers concerned. 

· Forwarding details of daily completed tasks to the HR Manager. 


9 months work experience with Reliance Life Insurance as Sales Manager

Reliance is the No-1 corporate group in India
Job Profile :
· Appointing Insurance advisors and training them for the sale of insurance products. 

· Finding customers through different sources and meeting them for getting business.. 

· Executing Kiosk marketing for the promotion of products.. 
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	Kollam
	
	

	
	
	
	



COMPUTER SKILLS

Excellent typing speed, MS Office and M S Excel
EXTRA CURRICULAR ACTIVITIES
· Member of National Cadet Corps for three years (2003-2006) at college level. 

· Holder of NCC 'B' Certificate with B Grade. 

· Holder of the rank 'Under Officer' which is the highest rank in NCC. 

· Attended Thal Sainik National Camp, New Delhi, India (2004) and represented my state (Kerala) for the test on the topic 'First Aid' at the national level and achieved bronze medal, among 28 states. 

· Attended Basic Leadership National Camp at Trichy, Tamil Nadu, India (2004) and represented Kerala for the test on the topic 'Signals and Communication'. 

· Holder of silver medal for the test of ‘Signals and Communication’ at Trichy Basic Leadership Camp. 


Personal Details
Gender                                                                                   Female
Date of Birth                                                                       20 May 1986
Caste,  Religion                                                                 Muslim,Islam
Marital Status                                                                     Married
Nationality                                                        Indian
Visa Status                                                           Visit Visa

Linguistic Proficiency                                                     English, Malayalam, Tamil & Hindi.
Declaration: -
I hereby declare that the information provided above is correct to the best of my knowledge. I hereby solemnly declare that the statements made in the resume are true and correct to the best of my knowledge and belief. I am aware in the event of this, not being so; my candidature will automatically stand rejected.
