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Veena
Veena.228417@2freemail.com 
CV for the Post of Secretary/HR Executive/ Administration /Any Suitable Post 

SYNOPSIS
· A dynamic professional with over 10 years  of experience  as a Secretary, HR Executive & Administration 
· Proven abilities in implementing performance improvement techniques.
· Demonstrated proficiency in ensuring that processes follow guidelines and regulations in accordance with company policy.
· Achievement oriented, honest, and punctual with an ability to manage change.

· An effective communicator with strong people management, relationship management, interpersonal and coordination skills.
· An effective communicator with excellent relationship building & interpersonal skills. Strong analytical, problem solving & organizational abilities. Possess a flexible & detail oriented attitude.
CAREER CONTOUR 
                
                                             As a Secretary/MIS Coordinator/ HR Executive/ 
                                                          Coordinator L&D Team (August 2011 to till date)
· Drafting Letters and all other personal as well as official correspondence of directors

· Handling appointment of Directors 

· Arranging meeting and preparing Minutes of the meeting

· Consolidating all reports from all the Managers and submitting same to AVP

· Making travel arrangements to AVP 

· Preparing MIS Report, Customized reports and reporting the same to AVP on daily and monthly basis

· Preparing Offer & Appointment letters, providing Salary processing inputs (PS Pay) to Mumbai team, sending couriers of Offer, Appointment letters and salary annexure

· Maintaining attendance of the in-house PS team, Joining formalities of employees, opening of bank accounts of employees, sending login details to new joinees, sending joining mails to HR team in Mumbai to create employee identification detail, Exit formalities- arranging for the relieving letter of the resigned employees, BGV of new joiners.
· Coordinating with Learning & Development team in Mumbai

· To prepare and update monthly training calendar

· To review training effectiveness report

· To share training metrics with the senior management

· To ensure that the participants fill Training Attendance sheet and feedback forms.

· To ensure timely IDU/ attendance and feedback entries for training programmes in Pulse.

Canara Engineering College, Bangalore, India
Canara Engineering College is the millennium project of the Canara High School Association. It is a Konkani Linguistic Minority Institution. There was an acute need for starting this Engineering College because there was no Engineering College belonging to Konkani Linguistic Minority. The College was started in the year 2001 with 180 seats in 3 Branches of Engineering. 

         

                                                                        As an Asst. Placement Officer  (April 2009 to July 2011)
· Contacting and  visiting Companies for Campus Recruitment

· Assisting in campus and off campus placement drives in the College

· Maintaining Collection report, records of the enrollments as per co standards.
· Maintaining records of students in proper manner.

Shetty & Co. Chartered Accountant, Balmatta, Mangalore

Chartered accountants provide trustworthy information about financial records. This might involve financial reporting, taxation, auditing, forensic accounting, corporate finance, business recovery and insolvency, or accounting systems and processes.
As a Secretary  (January 2007 to February 2009)

· In charge of all Official Correspondence

· Handling Online Tax Payment, E-Filing of Income Tax Returns

· Handling accounts in Tally

Yenepoya Medical & Dental College, Mangalore
The Yenepoya Group established in the year 1940. Yenepoya Specialty Hospital was established in 1994. Yenepoya Specialty Hospital is now poised for an equally promising future. The Hospital is located centrally with ease of access, at Kodialbail, Mangalore. Yenepoya Specialty Hospital with eleven storied office, with a built up  area of 1,40,000 square feet, & with a bed strength of  250,  delivers  quality  health care solutions round the clock. 

                                                                          Secretary to Directors: From Sept 1999 to Oct 2003
· Assisting the Personnel Department in drafting Appointment Letters, Relieving Orders, Notes, and Interview Letters etc.

· Arranging meeting and preparing Minutes of the meeting

· Timely dispatching of correspondence to respective departments in the organization

· Attending telephone calls, receiving and sending fax messages

· In charge of all personal and official correspondence of directors

· Drafting Letters and all other personal as well as official correspondence 

· Handling appointment of Directors 
· Responsible for entire customer service related job like independently managing the office reception area as well as greeting people and providing good customer service to their entire satisfaction.

· Handling telephone calls, faxing & also responsible for outgoing and incoming letters and emails etc.

· Assisting with daily report and performing general management duties.

PROFESSIONAL STRENGTHS

Perfectionist, perseverance, dedication & a team player

Given an opportunity, I will be confident to demonstrate my capabilities to your utmost satisfaction. I shall prove myself to the best of my ability with zeal, enthusiasm and hard work. 

Declaration 

I hereby declare that the above mentioned information is true to the best of my knowledge and given an opportunity will work with dedication and sincerity and will provide the best to the organization.

        ACADEMIA








MBA (HR) - Prabhakar’s  Academy of Education- Sikkim Manipal University, DE


B Com - St. Aloysius College - Mangalore University 








 ACADEMIA





PUC - Besant Women's College - Pre- University Education


SSLC - Lourdes Higher Primary School - Karnataka Secondary Board Education 





       


PERSONAL DOSSIER





DOB:	04th  November 1978


Languages    Proficiency: English, Hindi, Kannada, Tulu,  & Konkani


Computer Skills: Proficiency in Micro soft windows (Excel, Word, Power point & Access).


Nationality: Indian


Religion : Roman Catholic 


Visa Status: Visit Visa











 Other 





Secretarial Practice: (Typing, Shorthand, Accountancy, Office Practice, Secretarial Duties, Fax, Telex and Electronic Typing)- Balmatta Institute of Commerce -Passed in First Class - Mangalore -India 
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