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CITIBANK - Bangalore



2012-2014



 Job Profile:  Financial Associate
 / CSR












M / S ANAGHA LAND TRANSPORT, Kurnool

2009-2010




Job Profile:  HR Admin cum Accountant











AL Ahmed GENERAL CONTRACTING L.L.C

2008-2009




Job Profile: HR Executive































































      Administration Skills

    



      Team Work

   



    Quick Learner

   



     Multi-tasking
              




     Dexterity on Excel

      Solution orientated and exceptional typing speed












































MBA major in HR & allied in Finance passed with 80% in 2012

Graduation in B.Com(Computer science) passed with 55% in 2006

Intermediate / PUC passed with 77% in 2003





S.S.C passed with 60% in 2001






















ABOUT ME:-


Self-pioneered and diligence to any task assigned and being a multi-skilled, an individual committed to smart work, Energetic and cooperative Adept at motivating others and leading through examples.


CAREER OBJECTIVE:


To secure a position as a valued member in your department that leverages my achievements, skills, energy, and talent for identifying superior job candidates.	


  














EXPERIENCE





SKILLS





EDUCATION





Financial Associate / CSR Errand:


•	Handling customer queries via online chat.


•	Resolves product or service problems by clarifying the customer's complaint determining the cause of the problem.


•	Selecting and explaining the best solution to solve the problem.


•	Resolving customer issues less than couple of minutes.


•	Contributes to team effort by accomplishing related results as needed.





HR Admin cum Accountant Errand:


•	Administer HR-related documentation, such as contracts of employment.


•	Ensure the relevant HR database is up to date, accurate and complies with legislation.


•	Providing all resources to the employees and understanding the problems and solving it.


•	Managing repair, maintenance & replacement of office equipments, appliances, furniture, furnishings, vehicles,   building, etc.,


•	Administrative duties and record keeping.


•	Reporting to Chief Accountant for cash flow of HR and coordinating with accounts dept. 


•	Making reports in Ms-office.


HR Executive Errand:


•	Recruitment Cycle, Scope of responsibility is broad and includes recruiting employees, drivers and   other category staff.


•	Passport renewal, Visa processing and updating data in HRIS.


•	Providing all resources to the employees and understanding the problems and solving it. 


•	Drafting all types of letter.


•	Making reports in Ms-Word, Ms-Excel format. 


•	Coordinating with PRO’s for all HR works.


•	Functions directing the overall and continues growth of company HR & administration.





PROJECT (Duration: 45 days):


Worked as HR Recruiter with POLARIS PVT LTD., Hyderabad


•	Efficiently and effectively fill open positions.


•	Providing human power within specified time.


•	Getting candidate data/information from sources like consultancies & job portals.


ACHIEVEMENTS & AWARDS:


•	Organized national level management meet “UTKANSH 2K12” in Kottam college Kurnool nearly 80 colleges participated. 


•	Winner in Business quiz.


•	Winner in district level chess competition.


COMPUTER PROFICIENCY:


•	Post Graduate Diploma in Computers Integrated Management


•	Tally, Internet concepts.





HOBBIES & INTEREST:        


•	Surfing, driving, playing fifa & listening music.


•	Adventurous trip, Exploring people and places.


PERSONAL DETAILS:


•	DOB			: May 03, 1986


•	Languages		: English, Hindi, Telugu & Urdu.


•	Marital Status		: Single








