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A self-motivated attitude with the ability to work autonomously and as a team member. To be a member of a professional and successful organization, where I can utilize knowledge from my academics.
WORK EXPOSURE
Working as HR Assistant in a private company – Cepheus Tech (Jan2014 till date)
· Publishing Advertisements for Job Requirements.

· Collecting Curriculum Vitae and Short Listing as per Instructions, for Recruiting Staff, With appropriate Specifications.

· Organizing and arranging interviews for candidates.

· Ensuring the timely recruitment of new employees into the firm from the initial job offers letter till their contracts.

· Making travel arrangement, accommodations and medical insurance for staff members.

· Developing report for HR Manager on Joining Report, staff leave’s, calculation of monthly payroll information in a accurate and timely manner.

· Update and maintain staff notice’s and newsletter

· Data entry and documentation analyzed of audit reports

· Screening phone calls, emails, letters and personal/site visits.

· Tactfully resolving disputes between different parties.
Worked as Customer Service Executive in Karnataka Furniture (May 2012-Nov 2013)
· Professionally handle incoming requests from customers and ensure that issues are resolved 
       both promptly and thoroughly.
· Thoroughly and efficiently gather customer information, access and fulfill customer needs.
· Assist with placement of orders, refunds, or exchanges.
· Answer questions about wear and tear or terms of hiring.
· Resolve customer issues via phone, emails or face to face.
· Arranging transport facilitate.
· Wedding planning, Arranging political rallies, Party set up’s & Exhibitions.

ACADEMIC CREDENTIALS
                 Second Year pre-University, St josephs pu college, Mysore, India.
                 in business studies, accountancy, statistics, computers.
(Bachelor degree in Business management, B.B.M), Sree Cauvery first grade college, Mysore, India. 

In human resource, business studies, accountancy, computer studies & Statistics
· Microsoft Office
· Tally 0.9, Advance Excel, Keyonics Institute - Mysore, India.
SKILL PROFILE
· Personal skills :-
· Interpersonal and communication skills- able to build rapport and communicate effectively at all levels.

· Cultural awareness- aware of different cultural styles and how to work with them.

· Change orientated- able to accept work with and manage an ever changing work environment.

· Self starter -able to take instructions and manage self for motivation and delivery.

· Achiever-Able to set high personal standards and goal oriented.  
· Ability to put in extra efforts whenever required and always ready to take in extra responsibilities as a challenge.
· Cooperative and easy to get along with.
· To deal with people diplomatically and excel in communication.
· Visionary and goal oriented.
· Quick learner and a team player
· Professional Skills – 

· Comfortable working with MS Office  (MS Word, MS advance Excel, MS PowerPoint, Outlook, tally 0.9)

· Sufficient knowledge of Adobe Photoshop.

· Easy and fast with Computer typing.

· Able to work on multiple projects simultaneously.

· Completing all tasks in a timely, organized and professional manner.



PERSONAL PROFILE 
Date of Birth             
:    23rd March 1991                  
Nationality
:    Indian
Civil Status
:     Single
Sex                            
:     MALE                             
Visa                           
:    Visit Visa
Languages known     
:    English, Hindi and Urdu

