
PERSONAL DETAILS
DOB: 4th Aug 1990
Nationality: Indian
AREAS OF EXPERTISE
· Administrative Skills

· Emails handling

· Talent Acquisition        

· Employee Relations
· Handling Contract jobs 

· Exit Interview              

Visit Visa 
COMPUTER LITERACY 
Eminent and Efficient in MS – Word, MS- Excel & MS- PowerPoint. 
ACHIEVEMENTS
Recognized by department for providing excellent HR work.
Employee of the month for 3 times.
Recognized as Best Artist (Painting) in School and College level.
Gulfjobseeker.com 

CV Number: 1356210
Mobile +971505905010 / +971504753686 

E-mail: cvdatabase @ gulfjobseekers.com

To get contact details of this or many other candidates
Submit request on this link by writing all the short listed CV Numbers.
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Admin/HR Executive
PERSONAL PROFILE
A result oriented professional with 3 years of experience in Admin/HR activities related to Administration, Talent Acquisition, Employee relations, Exceptional work ethic, ability to work without the need of direct supervision, multi-tasking and timely completion of all assignments . 
ACADEMIC QUALIFICATION
MBA (Human Resource& Marketing)from JNTU University, India Aug’10-Jun ’12
WORK EXPERIENCE 
Hyderabad, India                                     

      Aug’12 Jan’15

Administrator/HR

Administration Duties: 
· Assists office staff in maintaining files and databases.
· Prepares reports, presentations, memorandums, proposals and correspondence.
· Assigns jobs and duties to office staff as needed.
· Monitors office operations.
· Schedules appointments and meetings for executives and upper level staff.
· Tracks office supply inventory and approves supply orders.
· Assists in the preparation of department budgets and expenses.
· Supervises all administrative personnel.
· Recruitment and Joining formalities.
· Manages staff schedules and Employee Relations.
HR Duties:
· Handing complete recruitment life-cycle for sourcing the best talent from diverse sources after Identification of manpower pitching, line ups for interviews.

· Screening of resumes, organizing and conducting interviews.

· Follow up with the selected candidates for further process.

· Salary Negotiations .
· Complete joining formalities for the new hires.
· Conduct new employee orientation to foster positive attitude toward organizational objective.

· Get done the creation of new joiner lo-gin/mail ID/EMP ID.

Maintenance of personal file records and MIS / Updation:

· To ensure proper maintenance of personal files and an effective HRIS.
· Entering the record of the employees in our HRIS.
· Preparation of all the documentation according to the norms and procedure of the company 

        for all HR activities.

· Preparation of Reports – Headcount, weekly status, attrition analysis, and exit interview reports etc.

Employees Relations: 
· Keep employees motivated & content at work by organizing daily, weekly & Monthly employee engagement activities.

· Appreciate the employee on accomplishing and over exceeding their targets.
· Schedule IJP interviews based on the pre-requisites of the Operations requirements and coordinate with them for the closer of the position.
· Conducting fun activities on weekly basis, coverage for the entire site.
· Preparing mailers, teasers for all the activities which is planned and executed.
· Rewards and Recognition.
Other Responsibilities:

· Addressing employee concern in regards to payroll and give them clear understanding of breakup of the salary structure.
· Performance appraisals done for system effectiveness by annual increments, promotion & transfers.
· Taking Care of Complete Staff Data Base.
· Monitoring PF, ESI, PT Calculations, Remittances, Fillings, etc. 

· Taking Care of routine Tax planning Co-ordination for the Employees Monitoring Relieving.
Languages Known:
English

:
Speak 
Write 
Read

Hindi

:
Speak 
Write 
Read

Telugu

:
Speak 
Write 
Read

References: Available upon request 
[Type here]


