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ANJU 
HR / Admin Coordinator
Immediate Available on Father Visa to Join Work Assignment 
HUMAN RESOURCE MANAGEMENT/ ADMIN / SALES OPERATIONS 
Career Objective  


To secure a challenging position in a reputable Organization in the field of HR and Administration/Sales and Operational Roles to expand my learning, Knowledge and skills which can take up the organization in to a next level in a significant manner with the allocated resources
.Profile Summary

· Effective communicator with excellent relationship building and interpersonal skills.
· Expert in taking the order from the seniors and giving the valuable suggestions.

· Good knowledge of Employee Documentation,HR policies and procedures.
· Preparation of Salary Certificate, Salary Pay slip, Salary Breakup.
· Assisted with the daily admin operational duties
· Preparation of Employee joining Documents and verify the Background checks of Staffs according to the policies and procedures of the Company .

· Extensive experience with excellent understanding of the latest business concepts and 
possess the ability to deal with ambiguity and changing business requirements.
· Prioritize workloads and meet strict workloads.

· Focused on achieving high results in competitive environment

Professional Experience

 Human Capital Division
In a  group of conglomerate engaged into many different sectors like trading, manufacturing, Real Estate and Property management, Contracting Services, Travel, Automotive Industry, FMCG, Construction etc.
(5thJanuary 2020 to till DATE)

Job  profile
Assistant Talent Acquisition Coordinator
	· Updating  the Applicant tracker for the screened candidates .

· Receives ,Encoding and updating the local selected tracker.

· Preparation of salary breakup statement for the selected ,shortlisted and approved candidates on request 

· Prepared JAM offer letter.

· Preparing the the documentation checklist for Jam Offer preparation.

· Scheduling the candidates for JAM Offer letter Signature and senting JAM offer letter to BU

· Updating the closed positions sent from the ER section.


	· Taking the interview assesement of candidatesand followups as required.

· Giving  status updates of employees to senior management.

· Conducted  Practical test evalution to shortlisted candidates.

· Preparation of IOM selected check list for the discrepencies of salary,grade, ,if necessary upon the request of top managent concern to proceed for approval basis.

· Convey the policies and rules to the employees.

· Maintaining good relationship with employees and addressing their concerns.


Winner central Air conditioning equip.co LLC (UAE)
16th July 2018 to October 2019
Assistant HR Admin and Sales Coordinator
	· Handled all payroll activities for employees 

· Reply to email, telephone or face to face enquiries 

· Maintained up to date records of employees

· Answered walk-in enquiries of employees and customers.

· Convey the policies and rules to the employees.

· Maintaining good relationship with employees and addressing their concerns.

· Responsible for the management reports weekly and monthly basis.

· Make the joining documents of Candidates.


	· Analyzed all company data entry systems 

· Maintained current knowledge of existing vendors, industry  trends  

· Create and maintain computerized database of supply purchase orders

· Constantly updated the company’s contact and mailing list

· Prepared presentations for prospective clients 

· Keep track of order status ,communicated any changes or cancellations with respective departments and supplier Manage staff appointments

· Managing Daily operations

· Monitoring and scheduling staff attendance


Nedumparambil Corporate,Kerala, India (2017 -2018) .
. Job profile
· Prepared invoices

· Prepared payroll statement

· Maintained up to date records of employees

· Maintained background checks of employees

· Addresses employees concerns as required

· Conducted Exit interviews

· Coordinate with internal sales activities
· Convey the policies and rules to the employees.

· Present the employee performance report
Internship Experience

.
Future Group - 3 Months)
HR Trainee
· Managed background check process of employees and addressed employee concerns as necessary.

· Supported online employee portal for employees as well as applicants.

· Assisted with various HR functions.

Prepared pay roll statement

.Served as an Audit Assistant in K.I.Abraham& Co. From 24-03-2014 to 14-04-2014 
Major Project

· A Study on employee retention strategies at Central Soul space Bangalore through employee engagement activities, FUTURE GROUP, Bangalore

Personal Qualities ​


	· Innovative thinker and excellent leadership qualities

· Maintain employee relations

· Maintains confidentiality

· Target Oriented & Team player

· Organized

· Negotiating skills
	· Career minded and professional at all times

· Ability to work under pressure

· Interested in learning new things and in implementation

· Problem solver/ Multi taker/ Time management skills/Good attitude and aptitude.


Certification 
	· University of Cambridge ESOL Examinations 

· Cambridge ESOL  Entry level certificate in ESOL  International(Business English) (Entry 2) in the council of Europe  level A2
	· Participation and training in CSE Institute of Capital Market on NISM –Securities Operations and Risk Management Module from 14-06-2013 to 04-10-2013.

· Award of achievement from Oracle Database 




IT Skills 

· User level Knowledge in SAP and SQL

· Proficient in the use of Tally software, MS Excel, MS Word and MS Power point

Educational Qualification

· Master of Business Administration(MBA HR AND FINANCE)  

· Bangalore University -Garden City College  (2015-2017 )

· Bachelor of Commerce(B.com)

· Mahatma Gandhi University  -Saintgits college of Applied science (2012-2015)
· Intermediate CBSE Board 

· St. Mary’s Residential Public School (2012)
Personal details


Date of birth

: 27th July 1994  

Languages known
: English, Malayalam and Tamil

Marital status

: Single

Visa Status

: Resident visa (Father’s Sponsorship)
Languages known
: English, Malayalam and Tamil ,Hindi
Personal Contact
:  anju-20061@2freemail.com 

Whatsapp No

: +971504973598

Reference

: Mr. Anup P Bhatia, HR Consultant
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