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 CLIENT RELATION-HR-ADMIN ( currently in UAE)                     
· Certified Professional in Human Resources and Marketing (MBA-HR-MARKETING) with additional PGDEM certification from Bharathiar University offering nearly  4 - years HR-MARKETING career distinguished by commended performance and proven results.
· Got a valid Indian and Qatar driving license
·  Results oriented leader who maintains a productive climate and confidently motivates, mobilizes and coaches team members to meet high performance standards
· Strong client service orientation combined with excellent ability to build trusting relationships with clients and colleagues
· Extensive background in HR affairs, including experience in employee recruitment and retention, staff development, mediation, conflict resolution, benefits and compensation, HR records management
Skills

· HR Department Startup and Client relation (Marketing )
· Payroll management
· Attendance maintenance
· Leave management
· Training
· Marketing
· Client Relation
· Client Acquisition 
· Adaptability
· Commitment To Continuous Learning
· MIS maintenance
· HR Policies & Procedures
· Staff Recruitment & Retention
· Employee Relations
· Training & Development
· Performance Management
                                                     Educational Qualifications

· P. G in MBA(H.R AND  MARKETING ) in Nehru College of Management

· U.G in B.Sc. BIOTECHNOLOGY in Nehru Arts and Science College, Coimbatore.

· Higher secondary in SCIENCE from Don Bosco Higher Secondary School, Trichur, Kerala.

· SSLC from Don Bosco Higher Secondary School, Trichur, Kerala
Professional Experience

1. JEFF & JESS ELECTROMECHANICAL WORKS WLL.DOHA, QATAR

CLIENT RELATION – HR OFFICER– MAY 2013- JUNE 2014
RESPONSIBILITIES

· Handling workers payroll, attendance and time sheets.

· Coordinating with Blue Collar Employees
· Developing new clients.

· Employees grievances.
· Conducting Joining formalities
· Termination formalities.
· Visiting employee camps to know their we being.

· Recruiting suitable employees through agents and other sources.

· Fulfilling the client needs accordingly.
· Controlling employee work timings and shifts from various sites.

· Employee transportation and travel coordination.

· Meeting clients and discussing future plans.

· Making a good rapport with the existing clients.

2. MUTHOOTTU MINI FINANCIERS PVT Ltd, COCHIN 
SENIOR HR EXECUTIVE – Dec 2010– MARCH 2013.     

RESPONSIBILITIES

· Heading the HR process of Muthoottu Mini Financiers for 2 major Districts in Tamil Nadu- Madurai, Tirunelveli 

· Generating all kinds of letters for the employees 
· Handling the end to end process for an employee starting from recruitment to resignation or termination.
· Handling the joining formalities.

· Leave and attendance management of employees coming under every branches.
· Provide advice and assistance when conducting staff performance evaluations.
· Recommend solutions to resolve chronic attendance difficulties

· Convincing the candidates on the respective offers, terms and conditions of the firm

· Making negotiations between the company and the employee in matter of salary and other packages

· Follow up with the existing and proposed branch employees
· Identify prospective candidates according to skill required.                                     
· Identify prospective candidates according to skill required.

· Initial Screening of the Profiles.

Academic Profile (First Class)
	COURSE
	INSTITUTION
	UNIVERSITY
	YEAR
	PERCENTAGE

	M B A
	Nehru College Of Management,  cbe
	Bharathiar University
	2008-2010
	64%

	PGDEM
	Nehru College Of Management,  cbe
	Bharathiar University
	2008-2010
	60%

	B.Sc. Biotechnology.
	Nehru Arts And Science College, cbe
	Bharathiar University
	2005-2008
	65%

	XII
	Don Bosco Higher Secondary School, Trichur.Kerala
	Kerala State Higher secondary board
	2003-2005
	64%

	X
	Don Bosco Higher Secondary School, Trichur.Kerala
	Kerala State Board
	2003
	79.5%


Industrial training on:
· Analysis of market demand of ‘Prakruthi’ brand condiments and selection of promotional tool in M.G.M Prakruthi foods & condiments, Kadapra, Kerala, during the months of MAY-JULY in 2009.

· Participated in national seminar on CURRENT TRENDS IN ADVANCED BIOLOGICAL RESEARCH (CTAB-2006) held at Nehru Arts and Science College, Coimbatore

Computer skills

Basic computer knowledge

MS Office

Photoshop CS3

Personal Profile:
Date of Birth                     :             17-03-1987
Languages Known    
 :           Vocal   : English, Malayalam, Hindi & Tamil




             Written: English, Malayalam & Hindi

Place:

Date:







             
