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Date of Birth:

July, 02, 1990

Nationality: 

Indian

Languages:

English, Hindi and Malayalam

Visa Status:

Student Visa
Marital Status:
Single
CAREEROBJECTIVE:
A well organized, bright and confident seeking employment in a reputable company with the approach to take up responsibilities to accomplish organizational goals where in my skills and potential are being utilized to the maximum. 
PROFILE SUMMARY

· 2+ years’ professional experience as an HR Assistant with specific expertise in handling large scale human resource projects
· Superior technical, interpersonal and communication skills
· Well-versed in devising and implementing administrative and clerical strategies to meet the needs of the department
· Effective operational assessment acumen endeavored at managing the logistics of new employee orientation and support
· Solid background in assessing, motivating, training and inspiring newly inducted personnel

PROFESSIONAL EXPERIENCE
HUMAN RESOURCE ASSISTANT:   5K RUN FOR SHELTER GUAM, U.S.A (JAN 2014 - DEC 2014)
Employer Name: Kari Perez. 

Duties:
· Reviewing Resumes And Applications Sent In By Job Applicants.
· Conducting Pre-Employment Background Checks On Prospective Employee.
· Provide Candidates With Company Information

· Planning and Coordinating HR Presentation And Training Sessions.
· Welcoming New Employees and Arranging Induction Products for Them.
· Using Word Processing Software And Printers To Create Documents & Reports
Trainee HR Assistant: LEADING EDGE GUAM, U.S.A (JAN 2013 – Dec 2013)
Employer Name: Kari Perez. 

Duties:
· Making Telephone Communication with Candidates and Providing Information Regarding Interview.
· Follow Up With Candidates To Ensure Their Presence During The Day Of Interview.

· Providing Administrative Support by Maintaining Employee Records and Performing Data Entry Duties.

· Typed and Dispatch Correspondence. 
· Provide Financial Support In Handling Payroll.  
DATA ENTRY OPERATOR | ALBANNA ENGINEERING | JUN 2007 – AUG 2007
· Prepare data for computer entry by compiling and sorting information.
· Processed documents by reviewing data for deficiencies.
· Enters data by inputting alphabetic and numeric information on keyboard 
· Maintains data entry requirements by following data program techniques 
· Maintains database by entering new and updated customer and account information.
ACADEMIC QUALIFICATION: 

MSHRM | 2014 – PRESENT | UNIVERSITY OF WOLLONGONG IN DUBAI.
Major:


Bachelor of Business Administration in Human Resources
Location:

University Drive, Mangilao, 96923, Guam, USA
BBA: HRMC | 2010- 2014 | UNIVERSITY OF GUAM, U.S.A

Major:


Bachelor of Business Administration in Human Resources
Location:

University Drive, Mangilao, 96923, Guam, USA
SKILLS & ABILITIES

· Communication and presentation skills

· Ability to operate windows 95 – windows 8

· Professionally skilled with Microsoft office.

· Skilled web-designer

· Knowledge in creating business plans

· Professional golf player
CHARITY WORK:
· Financially helped raise $12,750 for “Guam Homeless Coalition, USA”
· Conducted seminars to improve elderly care in “Saint Dominic Senior Care”
· Help small business start-up a physical location.
ACADEMIC AWARDS ANDSEMINARS ATTENDED:
· Awarded “Certificate of Honor” for achieving 3rd in Science Exhibition2005
· Awarded “Internal Assessments for School Of Science” by the university of New South Wales2004
· Awarded “Global A+ Certificate” for Mathematics2000
· Attended “Global Young Leaders Conference”2008
