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MISFAR
HR Executive, Counselor,    

Secretary Professional
Email: misfar.219599@2freemail.com  
CAREER OBJECTIVE
I wish to make my career in a growing and professional organization, which gives me enough scope to learn and value to the organization. Also I want to develop my great carrier with a reputed company. I believe in result- oriented hard work along with quest for self- satisfaction. 
EDUCATION - COURSES

1. Masters in Social Work (Human Resource Management) Bangalore University, Karnataka,India

2. Bachelor Degree in Social Work(Counseling) Calicut University, Kerala, India
3. HR & PRO Works Pvt & Govt Depatments,Merit Institute Kottakkal,Kerala,India
COMPUTER PROFICIENCY         
· Good working knowledge in MS Word, MS EXCEL, MS POWEPOINT.

· Arabic & English Typing

· Proficient in using internet and sending receiving emails etc.
EXPERIENCE SNAPSHOT
Company Name
: ARMAX Pvt, Ltd, (Software) Bangalore, India 
Designation       
: HR EXECUTIVE
Period                 
: 01- Aug 2013 to 31- July 2014
Duties and Responsibilities

· Assist HR Manager on manpower planning, Recruitment, Selection, Placement, Performance Management 
· Assist HR Manager on other general human resources and administration matters

· Assist in developing new HR initiatives with the guidance and support of the Executive Manager                                                           
· Maintain employee benefit administration such as leave records, insurance, medical and etc.

· Setting up interviews, storing employee related documents and other HR/ Admin related responsibilities.
· Responds promptly to request for assistance.
· Data entry of raw data into specific formats and generation of reports for management.
· Employees Data updating & File keeping
WORK EXPOSURE
· Internship Training Experience in HR Department at Al Shifa Hospital Pvt Ltd Perinthalmanna, Malappuram, Kerala (Aug-Sept 2013).
· Field Work training experience in HR Department at Bal Pharma Ltd, #22,Bommasandra,Industrial Area,Hosur Road, Bangalore(Feb-July 2013).

· Field Work Training Experience in HR Department at K Mohan & Company (Exports) Private Limited, Bangalore (Nov-Dec 2012).

· Field Work Training Experience at Souhardha Family Counseling & Referral Systems.4th Block, Jayanagar, Bangalore (Dec-Oct 2012).

· Internship Training Experience at The Banyan (Rehabilitation and After Care Home) Chennai-(April-May 2011).

PERSONAL INFORMATION

Nationality                  
: Indian
Date of birth
       
: 20/05/1989

Issue Date                   
: 23\05\2014
Exp Date                     
: 22\05\2024
Marital status              
: Single
Religion                       
: Islam
Languages Known          :
English, Arabic, Hindi and Malayalam         Visa Status                      : Visit Visa (07 Nov-07 Feb)

  DECLARATION 
I hereby declare that the above mentioned particulars are true to the best of my knowledge and I bear the responsibility of the above mentioned particulars.
 Yours faithfully
       MISFAR 

