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JYOTHI DAYANA M.
HR Senior Executive/Process Executive

Email:dayanajyothi@gmail.com
Address:Khalid al attar bldg. Burjuman-Dubai

OBJECTIVE:
To pursue a highly rewarding career, seeking for a job in challenging and healthy work environment where I can utilize my skills and knowledge efficiently for organizational growth.
EDUCATION:
2008-2011BCA from Govt. First Grade College



(Mangalore University)

2005-2007
PUC from Pre-University College Vittal



(Karnataka Secondary Education Board-Bangalore)

2005

SSLC from Govt. High School Manila.


(Karnataka Secondary Education Board-Bangalore)

TECHNICAL SKILLS:
· Diploma in Information Technology (DIT).

· SAP

· MS Office

WORK EXPERIENCE:

Company Name: Infosys BPO Limited(Bangalore-India)
From:April-2013 to July-2015.

Designation: HRSenior Executive.
Client: National Australian Bank
Sub Process: People and Positions
JOB DESCRIPTION:
Working as a HR Senior Process Executive under Melbourne Service Leaders.
ROLES &RESPONSIBILITIES:

· Giving process training to the new team member.
· Auditing employees offer letters prior to sending it to the business.
· Auditing the changes that were already processed in SAP.
· Verify the documents received from employees and update the details appropriately in SAP. 

· Fixing the errors which were processed incorrectly by other team members in SAP.
· Updating employee’s salary details on SAP.
· Updating employees personal details in SAP. 

· Amending details of employees in SAP as requested by the business.
· Processing the signed letter of offer of employees in SAP. 

· Hiring new employee and Transferring existing employees from one position to another within or to different business units.
· Providing access to employees in SAP on behalf of their Team Leader for ordering Stationery 
ACHIEVEMENTS:

· Won 5 Spot awards and a team extra miler awards from the company for the best performance

· Telecom skill sets: Undergone T-100 and T -200 (Telecommunication 100) and certified.
PREVIOUS WORK EXPERIENCE:

Company Name:Advaith Hyundai Motors. (Bangalore-India)

From: Jan-2012 to Dec-2012
Designation: Customer Care Executive
ROLES &RESPONSIBILITIES:

· Handling queries from customers and Team Members.
· Deliver outstanding service, exceed expectations and build long-term loyalty.

· Work in teams and in a self-directed environment.

· Daily reporting of the service team to the management.

· Insurance Renewal 

PERSONAL DESTAILS:

Name


: JyothiDayana M
Sex



: Female
Languages Known
: English, Hindi, Kannada& Konkani.
Nationality


: Indian
Marital Status

:Single
Expiry Date

:12/11/2023
Address


:D/O Edwin Cutinha




Muchirapadavu House





Peruvai Post, Alike Village,Bantwal TQ




Mangalore-D.K Pincode-574260
Visatype


: Tourist Visa

Valid till


:29-Aug-2015
DECLARATION:

I declare, all the above details are true and correct in the best of my knowledge and belief. 

Place: Dubai






Date:
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