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E
nterprising, hard-working and technically skilled PRPOFESSIONAL known for accuracy, attention to detail and timeliness in managing disbursement functions for diverse-industry employers. Backed by solid credentials (MBA in  HR and Marketing) and Excellent knowledge in MS Office with good typing speed.
Key Skills & COMPETENCIES
	· Well versed in administrative functions and marketing strategies
· Various Registers, Reports, Auditing and Training
· Basic Accounting & Bookkeeping

· Market research and marketing activities
· Self Motivated and ability to multi task.
· Effective delegation & conflict resolution 


	· Good knowledge in Excel  with typing speed
· Organizational & Time Management Skill
· MIS Reporting
· Teambuilding & Staff Supervision

· Operational skills
· Payroll processing
· Passion for the position and the industry




Professional Experience

Company’s Name

Weizmann Forex Ltd, Kerala, India
Tenure



Since Nov 2012                                 Designation : SR. Executive - Marketing
Company’s Profile:
	Weizmann Forex Ltd. is a leading player in the foreign exchange and remittance market. Reserve Bank o India has given license as Full Fledged Money Changer. The company is part of Weizmann Group that has diverse interests in Textile Manufacturing, Exports, Hydro and Wind Power generation, Foreign Exchange transactions, Inward Money Transfer and other financial services. The company was incorporated in the year 1985 and is based in Mumbai.www.weizmannforex.com


Work Profile:- 
· Marketing and supporting of “Western Union Money Transfer” for Banks and Retail agents.
· Formulating marketing strategies for various branches to drive the business
· Preparing power point presentation for better understanding of products.
· Auditing  and Training for Western Union Money Transfer locations.
· Provide branding material for franchisees
· Conducting marketing activities.
· Periodic visit at western union locations
· Installing Western Union Money Transfer software and presentation.
· Evaluate productivity on weekly basis to make sure that strategies are implemented on the right direction.
· Implementing marketing strategies in coordination with the local branches.
· Supporting management to introduce new product launching.
·  Kristal Infrastructure Ltd – Kerala,   India From October 2011 to August 2012
Nature of the company    :   Builders and Developers      Designation   :  Senior Executive HR & Admin   
Duties and Responsibilities:
· Companywide HR management including recruitment and payroll processing, attendance and leave records management and supervision of PF, ESI records of employees.
· General administrative management and support including , monitoring and maintenance of regular Verification Registers for vehicle movement, dispatch, inventory register, inward & outward Register, leave register  and  utility payments .     
· Bharti Life Sciences /REGENIX DRUGS LTD - KERALA, INDIA

Nature of the Company  :  Pharmaceutical company            Designation  :   Marketing Executive - June 2011 to September 2011.
Duties and Responsibilities:
· Conduct scoping and market research for the entry of Bharti Life Sciences  in the regional pharmaceutical  market in Kerala by arranging periodic visits to medical service providers and chemists

· Helped to develop a consistent and reliable product flow between the plant to the regional distribution centers and to the retailers.
· Implement a  successful marketing strategy and recruited sales professionals     

· Unicorn Power Solutions Pvt Ltd;  Ernakulam, Kerala
     Nature of the Company : Power Generator      Designation  :  Senior Executive - Admin – October 2010 to April  

     2011 
Duties and Responsibilities:
· Payroll processing and Management of Provident Fund (PF) and ESI including maintaining monthly and annual returns of employees.
· Maintains workflow by studying methods, implementing cost reductions and developing reporting procedures
· Attendance and leave coordinator in charge of  companywide attendance and leave management of staff.
· Resolve administrative problems by coordinating preparation of reports, analyzing data and identifying solutions.

· Ensures operation of equipment by completing preventing maintenance requirements; calling for repairs, maintaining equipment inventories.

· Assist management in administrative functions including the provision of periodic updates to regional offices and head office.
· Contributes to team effort by accomplishing related results as needed.
· Labour (India) Publications; Kerala, India
      Nature of the Company : School guides and Magazine publication    Designation : HR Executive - July 2009 to August 2010

Duties and Responsibilities:
· Recruitment and coordination of new staff including arranging employment advertisement and interviews, preparation of appointment letters and salary certificate

· Payroll processing and maintaining a database of staff contract records

· Communicating HR policies with employees and trade unions on behalf of the management and ensuring cordial employer-employee relationship.
· Ensuring disbursement of statutory minimum wages.

· Obtaining /generating and maintaining the requisite statutory records relating to attendance, overtime and earnings of all workmen at the press.

· Arranging ,maintaining and rendering medical first aid to workmen of the press as and when need arises.

Education

· MBA (HR & Marketing): From Anna University, Tamilnaadu 
Bachelor of Commerce (B.Com): From Mahatma Gandhi  University,  Kerala

OTHER QUALIFICATIONS
·  MS Office & Internet applications

· Advanced diploma in HR Management
· Modern office methods, practices and procedures and basic knowledge in accounting principles.

· Data/word processing operations related to the maintenance of fiscal records, and various spreadsheets, correspondence and reports.

· Basic cost control and auditing procedures and practices.

· Principles of supervision, training, and performance evaluation.

PERSONAL PROFILE

· DATE OF BIRTH


:

31st MAY 1978
· NATIONALITY


:

INDIAN

· MARITAL STATUS


:

MARRIED
· LANGUAGES KNOWN

:

ENGLISH, HINDI, MALAYALAM & TAMIL

· VISA STATUS


:

TOURIST VISA

