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OBJECTIVE:

To obtain a challenging position in an organization which offers me a career growth and looking for the opportunity where I can prove myself with my management skills towards a rewarding career in the same
ACADEMIC QUALIFICATIONS:

· M.B.A (Master of Business Administration) from BR Ambedker University-2002, Hyderabad, Andhra Pradesh, Specialization in Marketing Management

· B.Com (Bachelor of commerce) from Osmania University-1999, Hyderabad, Andhra Pradesh
· Intermediate (M.P.C) from Board of Intermediate Education-1996, Andhra Pradesh  

· S.S.C., from Board of Secondary Education-1993, Andhra Pradesh
TECHNICAL SKILLS:

Programming Languages: C and C++


Packages: FoxPro & MS-Office

Operating Systems: MS-DOS, Windows 97/98, 2000
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WORK EXPERIENCE:
Worked as HR & Administrator, Reputed Firm, QATAR 

Job Description                                                                                          (Feb, 2013 to March 2015)

Recruitment:-

Posting the requirements on various job portals, co-coordinating with various recruitment agencies, screening the resumes, arranging and co-coordinating the Interviews. Preparing MIS reports Preparation of Interview letters, Offer Letters, and Appointment Letters, checking the Interview Forms.
Induction: -
Joining formalities, checking of documents, allocation of employee id, creation of employee id card Organize Induction Programs, new hire assimilation programs. Coordinate/participate in Annual Performance Appraisal activities actively participate in employee engagement activities

Time Office & Leave:-
Checking daily attendance reports, employee Leave tracking and record maintenance generating the total payable days record as a input for salary administration. Prepare deduction list for salary calculation. Preparation and distribution of Pay slips of all Employees make employee leave data available on common server at the end of each month.

Salary & Wages:-

Uploading monthly Payroll Data to ERP system for processing. Processing of various other payments through ERP. Designing of salary structure depending on. Designation and CTC. Checking attendance, salary statements, Disbursement to into Employees account, distribute salary in time without any errors. Preparation of Full & Final data for Bulk Processing & follow up for data for getting exit details for completing Full & Final settlements. Record management for all exit cases.

Statutory & Regulatory Compliances:-

Maintenance of records under all the relevant applicable labor laws. Co-ordinate with labor consultant for compliances. Ensure the in house contractors keep all the records and submit returns in time. Checking of bills for all in house contractors e.g. Transport, Housekeeping, and Security etc.

Interactions & Counseling:- 

For knowing the problems faced by the employees while working to know the status of factors affecting the performance, to satisfy the employee and keeping their morale high, by interacting with Employees, HOD's, Head HR, Consultant and Discussing with them various issues faced by the employees and to find out most suitable solution to solve the problem.
Administration:-
Understanding the issues pertaining to operations and resolving them. Maintaining the smooth functioning of operations. Generation of various MIS required for HR administration. Handle all employees’ confidential matters like issuing warning Letters, Show cause notices. Handling labors & staff Identity cards (Iqama), RP’s and their licenses. Handle entire leave, resignation, termination applications of labors and staff and follow up till its finalization. Handle every kind of grievances based on compliances for labors and staff as well.

Worked as HR Administrator, GISF, KINGDOM OF SAUDI ARABIA, Jubail 

Job Description                                                                                               (Jan, 2011 to November 2012)
Recruitment:-

Posting the requirements on various job portals, co-coordinating with various recruitment agencies, screening the resumes, arranging and co-coordinating the Interviews. Preparing MIS reports Preparation of Interview letters, Offer Letters and Appointment Letters, checking the Interview Forms.
Induction: -
Joining formalities, checking of documents, allocation of employee id, and creation of employee ID card Organize Induction Programs, new hire assimilation programs. Coordinate/participate in Annual Performance Appraisal activities actively participate in employee engagement activities

Time Office & Leave:-
Checking daily attendance reports, employee Leave tracking and record maintenance generating the total payable day’s record as a input for salary administration. Prepare deduction list for salary calculation. Preparation and distribution of Pay slips of all Employees make employee leave data available on common server at the end of each month.

Salary & Wages:-

Uploading monthly Payroll Data to ERP system for processing. Processing of various other payments through ERP. Designing of salary structure depending on. Designation and CTC. Checking attendance, salary statements, Disbursement to into Employees account, distribute salary in time without any errors. Preparation of Full & Final data for Bulk Processing & follow up for data for getting exit details for completing Full & Final settlements. Record management for all exit cases.

Statutory & Regulatory Compliances:-

Maintenance of records under all the relevant applicable labor laws. Co-ordinate with labor consultant for compliances. Ensure the in house contractors keep all the records and submit returns in time. Checking of bills for all in house contractors e.g. Transport, Housekeeping, and Security etc.

Interactions & Counseling:- 
For knowing the problems faced by the employees while working to know the status of factors affecting the performance, to satisfy the employee and keeping their morale high, by interacting with Employees, HOD's, Head HR, Consultant and Discussing with them various issues faced by the employees and to find out most suitable solution to solve the problem.
Administration:-
Understanding the issues pertaining to operations and resolving them. Maintaining the smooth functioning of operations. Generation of various MIS required for HR administration. Handle all employees’ confidential matters like issuing warning Letters, Show cause notices. Handling labors & staff Identity cards (Iqama), RP’s and their licenses. Handle entire leave, resignation, termination applications of labors and staff and follow up till its finalization. Handle every kind of grievances based on compliances for labors and staff as well. 

Worked as a Manager EMPOWER OVERSEAS EDUCATION SERVICES, LB Nagar, Hyderabad 
(Nov, 2009 to Jan 2011)
Worked as a Sr. Business Development Manager For KANAN INTERNATIONAL BARODA, Gujarat 
(Feb, 2007 to Aug, 2009)
Worked as a Branch Manager for VISU INTERNATIONAL LTD Baroda Branch, Gujarat 

Job Description                                                                                                          (Jan, 2006 to Jan, 2007)

Conducting training for franchisee network on development of business Assist the corporate office staff in counseling and processing Responsibility for ensuring efficient communication between corporate office and Regional office. Implementing new marketing strategies and new methods in order to develop the corporate & franchisees business Counseling the students to determine themselves before taking admissions. Developing public relations with the corporate officials to provide Industrial Training for the students of different courses. Assisting the students for placements in Corporate Industries
Worked as a Center Manager for Spectrum ITES PVT. LTD, formerly Spectrum Consultancy a Sister Concern for Spectrum Associates. Hyderabad 

(Dec, 2003 to Dec, 2005)

Two Years Six Months as a Team Leader in Al-NAHDI Communications , Charminar , Hyderabad, Direct Sales Associates To TATA CELLULAR  &  IDEA CELLULAR
Job Description                                                                                                         (Jan, 2000 to Nov, 2003)
Develops a business plan and sales strategy for the market that ensures attainment of company sales goals and profitability. Responsible for the performance and development of the Sales Executives. Prepares action plans by individuals as well as by team for effective search of sales leads and prospects.  Initiates and coordinates development of action plans to penetrate new markets. Assists in the development and implementation of marketing plans as needed. Conducts one-on-one review with all sales Executives tom build more effective communications, to understand training and development needs, and to provide insight for the improvement of sales Executive’s sales and activity performance.  Provides timely feedback to senior management regarding performance. Provides timely, accurate, competitive pricing on all completed prospect applications submitted for pricing and approval, while striving to maintain maximum profit margin. Maintains accurate records of all pricings, sales, and activity reports submitted by Executives. Creates and conducts proposal presentations.  Assists/Guide Executives in preparation of proposals and presentations. Controls expenses to meet budget guidelines. 
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Date of Birth: 21st June 1978
Languages Known: Telugu, English & Hindi
