	[image: image1.jpg]





Gulfjobseeker.com 

CV Number: 1406820
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.

http://www.gulfjobseeker.com/feedback/submit_fb.php 

Profile:
Over two years’ experience in the Human Resources & Administration department, working as an assistant. Acquired highly developed sets of skills, demonstrating constant interest in learning and specializing in HR & Administration related fields. Currently looking for a position in the business where my knowledge and experience will be applied appropriately within a company which is willing to properly appreciate the skills and abilities of the employees
Key Skills: 

· Expert on the recruitment processes with more than two years of experience, highly skilled at recruiting candidates for different positions.

· Good communication skills that aid in coordinating and liaising with various clients and other third party professionals to ensure the completion of tasks and processes; fluent in English, Hindi, Malayalam, Tamil.
· Proven ability to correctly utilize resources in order to come up reputable profiles of potential candidates; good judge of character and pays attention to details.  

· Solid ability to perform different office management tasks including filing and reviewing reports and database.
· Strong computernavigation skills enhanced through academic instruction in computers.

Education and Qualification:

MBA in HR &Finance
2014
Anna University Chennai

UG

2011

Punjab Technical University

HSC                                                                                             2008

                                                                                                     Higher Secondary Board    

Professional Experience

Jan 2014 – Jan 2015


HR Cum Administration

MEDICARE Pvt. Ltd, India

· Managing directly human resources staff: scheduling, assigning and directing work; conducting interview, hiring and orienting new staff; supervising or conducting training, coaches; evaluating and giving appraisals; and ensuring good quality of work.

· Conducting with and advising management and supervising human resource issues; investigating human resource related problems and making recommendations to the organization.

· Providing HR advice and support to line managers and employees, explaining procedures and policies in a timely effective manner.

· Assisting in the development of human resource procedures and policies.

· Contributing to HR projects like introducing an induction program.

· Entering data into the database or HR system for maintaining accurate records.

· Providing data for and preparing management information reports and documents.

· Liaising with payroll, absence recording, and holiday recording systems.

· Assisting the human resource officer with the maintenance and development of human resource procedures and policies.

· Advising staff regarding personnel, benefits, and pay issues.

· Administering staff benefits, programs, and events.

· Counseling applicants and employees on rules, policies, benefits, procedures and job opportunities.

· Supporting in completion of job application materials and documents, and preparation of employment interviews and tests.

· Performing or supervising payroll processing, developing, and implementing procedures and applications.

· Establishing, organizing and supervising the maintenance of department records, ensuring complete accuracy and confidentiality.

· Evaluating risks and giving advices for risk management procedures, processes, policies, and practices.

· Preparing, reviewing, interpreting, analysing and approving a variety of data, information and reports, and making recommendations depending on findings
Sept 2011 – Sept 2012







Guest Relation Associate RP GROUP OF HOTELS AND RESOARTS, (RAVIZ GROUP)






· Assisting in the development of human resource procedures, policies and rules.
· Establishing, organizing and supervising the maintenance of department records.
· Maintaining guest profile and meeting VIP guest.
· Supervising and maintaining departmental works and records.
· Assisting and coordinating activities pertaining to guest services and safety.
· Capture walk in customer contact information and record.
· Guest relation and front desk operation.
Apr 2010 –Sept 2010

THE LEELA KIMPINSKI KOVALAM BEACH




Guest Relation - Admin
· Assisting and coordination of manager’s job.
· Assist them to record keeping,(Guest check list)
· Guest service and administration, front desk operation
PERSONAL&PASSPORT DETAILS

· Date of Birth
:17-11-1990
· Nationality
:Indian

· Marital Status
: Single

· Place of Issue
:Kozhikode
References:

Available upon request
