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CAREER OBJECTIVES:
“Seeking a responsible job with an opportunity for professional challenges”.
PERSONAL PROFILE:
Enthusiastic, professional, responsible person and computer literate. Proven leadership abilities in working as a team, handling multiple tasks, great adaptability to any enterprise’s environment. 
EXPERIENCE OVERVIEWS:
· Administration Executive, ARES SECURITY VEHICLES LLC, Jebel Ali, Dubai.
Company Profile: Manufacturing Industry of Armored Vehicles
Responsible for providing an efficient and professional administrative and clerical service to colleagues and managers to facilitate the efficient operation of the office. 
Role & Responsibilities
· Meeting and greeting clients and visitors to the office
· Handling ticketing and visa issues of all employees

· Prepare departmental correspondence, documents, reports, presentations.

· Organizing travel and accommodation arrangements

· Checking stationary levels and ordering new supplies

· Screen, handle and redirect calls.

· Setup and maintain files and records.

· Circulating documents via post and email

· Coordinating and arranging repairs to the office equipment
· Undertaking any other tasks/duties as may be reasonably required
· Senior HR Executive 
Vesat Management Consultancy, Cochin, Kerala   
Company Profile : Recruitment Consultancy
January 2008 – October 2011
Role & Responsibilities

· Involved in end to end recruitment.

· Requirement gathering from client

· Identifying, evaluating and forward desired profile.

· Arrange Interviews

· Follow up with the clients and candidates to closure

· Establish good relationship with the candidates for further references

· Reporting weekly metrics for Senior management      

	METHODS TO SOURCE PROFILES:


	ROLES AND RESPONSIBILITIES:

	· Head Hunting from target companies.

· Referencing.

· Screening from job portals.

· Job Posting of requirements on portals.

· Mass Mailing.

· Through Group search

· Using various link websites like Naukri, Monster etc.
	· Taking the required brief on job description from Client end in absolute clarity so as to source the perfect match. 

· Going through the requirement, matching profiles, screening, and short listing. 

· Taking an initial telephonic screening with candidate.

· Processing the profile to the client and coordinating to obtain feedback & status. 
· Scheduling the interview, and once the candidate is interviewed, Pursuing follow up from the client and candidate.
· Bridging the gap between client and candidate to meet closures.
· Negotiate salaries and make offers to the prospective candidates.



· HR Executive in Genesis VBSE Pvt. Ltd Chennai. 
Company Profile: Tally Software Academy
2004 May to 2007 November.
 
Responsibility:
· The entire Pre-Recruitment process from doing business development of clients at certain times and getting mandate from those clients.

· Sourcing the right candidates through various means such as from our own job portal, Reference and Internal database Repositories. 

· After sourcing the profile doing the candidate interface.

· Sending across the candidate profile to the client – candidate presentment.

· Getting the client feedback.

· Arranging the interview for the short listed candidate with the client.

· Arranging In-House Events weekly 3 days with the clients.

· Doing the offers and post offer co – ordinations.

· After the candidate gets the offer letter and joins the company, raising the invoice to the client and following up until collecting the cheque.

· Maintaining a cordial relationship with the clients for more business enhancement.
· Worked as Customer Relations Officer (CRO), Hinduja TMT Ltd, Chennai, 
          Company Profile: BPO
              From 2003 to 2004.
 Responsibility: Attending Customer Grievances and Sorting Out the Issues.      
Core Competencies:
· Organizational and planning skills

· Attention to detail
· Decision making and judgment

· Initiative

· Problem assessment

· Confidentiality

· Customer service orientation
· Ability to multi task and manage conflicting                  
Technical Skills

· MS Word 2010
· Excel

· Outlook

· Power point

ACADEMIC QUALIFICATION:
· PG Diploma in Human Resource Management (PGDHRM), Annamalai University

· Master of Computer Application (MCA), Madras University
· Bachelor of Science (B.Sc),MG University, Kerala  

Languages Known:
English 
         -
       Read, Write and Speak


Hindi

         -
       Read, Write and Speak

Malyalam
         -         Read, Write and Speak


Tamil 

         -
       Read, Write and Speak
PERSONAL PROFILE: 
Date of Birth 
   :
20.04.1978
Nationality
  :
Indian
Marital Status
   :
 Single

       .


Date of Expiry
      
        :
   28/04/2018  
Visa Status               :
  Visit Visa
Expected CTC                     :     As per Company standards 

Declaration:
I hereby declare that the above furnished details are true and correct to the best of my knowledge and belief.
