Page | 1

[image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!



[image: image2.jpg]


[image: image3.png]



CV No: 1401402
Mobile +971505905010 / +971504753686 

To get contact details of this candidate 
Send request to cvdatabase @ gulfjobseekers.com
VISA TYPE: VISIT VISA
objective
Head of Operations with over 3 years of experience in different establishments in the media sector. I seek an opportunity to work in the HR department of an established organization.
functional skills set

· Recruitment & Selection
· Organizational Behaviour
· Training & Development 
· Compensation & Benefits
· Strategic Performance Management 
· Employee engagement
· Exit Formalities
Key responsibilities handled
· Recruitment through job portals, interacting with placement consultants, references, Ads, Interviews, reference checks.
· Issuing offer letters, appointment letters, terminations, designing the salary structure, issuing ID cards, visiting cards, handling employee grievances.

· Designed and structured the organisational standard operating procedures manual (SOP manual).

· Maintained Leave record.

· Vendor management.

· Conducted induction trainingprogrammes.
· Training and Development Activities.
· Setting HR policies and systems and overseeing HR operations.
· Attendance compilations.
employers

· Bangalore, India……………………………………………………………………[July ’13 to December ‘14]
· Freelancer Media Professional, Bangalore, India………………………………….……….[Oct. ’12 to July ‘13]
· Nisargalaya Drug Unit Pvt. Ltd, Bangalore………….………………………………….…….…[Nov ’11 to Oct ‘12]
Skill Sets
· Strategic thinker
· Ability to deal tactfully with critical problems
· Genuine interest in Employee welfare and organizational growth.
· Effective communication and interpersonal skills
· Trustworthy and dependable
· Client Liaising& Team Management.
· Comfortable with Word & Excel.
· I have a strong command over English & Hindi amongst other regional languages.
· I am a confident individual witha result oriented approach to work and problem solving.
Educational Qualifications

· Bachelor’s-Visual Communication from Bharathiar University, Coimbatore, India
· Diploma-Animation & Film-Making from PESSE Toonskool, Bangalore, India
personal details
· Date of Birth: 07 Nov. 1989

· Languages Known: English, Hindi & other Indian regional languages.
