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Objective

Seeking an Administrative position where my leadership, strategic planning and development skills will be fully utilized.

Around 6 years of Experience in administration.
To establish myself in a position that will utilize my experience, organizational skills, and customer service skills and that will allow me to grow with new challenges
Summary of Qualifications
I am curious about knowing new lessons of life. In my career, I have been through different circles where peoples engaged in building up their future. But I couldn't find the true passion of life anywhere. 
That curiosity is my biggest plus and because of that I could perform very well everywhere in my work life. I learn things really fast and help others so that I would be an inevitable part of every team I was engaged with. 
I learned Economics, Finance and Human Resources during my studies. But I found that academically knowledge doesn't pay well in corporate life. It is the urge to do things differently with new outlook make us different. 
Most of my life I spend in Telangana Government structure, giving benefits to the people and helps to fill the exchequer to the state in return. That life gave me immense opportunities to know the workers who would be considered as the most valuable asset in modern business scenario. 
My quest to new avenues brought me to Middle East, where I got better chance to know the in depth arena of business and to tackle the normal as well as high profile customers for fulfilling the objective of business. 
I am still looking for better avenues to explore and test my skills constantly. I love to learn new things. I really would like to do so because I respect myself, love my life.
Areas of Expertise
 Administration Business planning /Development/Group leadership

 Personal training/Supervision inventory control team/Human Resources Developing.

 HR Administration, Database maintenance, Secretarial duties. 
Professional Experience 
MX-CARE CONT.CO. AS A HR ADMINISTRATOR from 2006 to 2008.

Responsibilities:-

· Maintaining Employees records.
· Presenting benefits packages.

· Interviewing new employees, checking references and organizing benefits packages.

· Providing policy training.

· Processed payroll information in a accurate and timely manner.

· Arranged pre-employment medical examinations.

· Updated and maintained staff bulletin boards & newsletter.

· Prepared high quality paperwork and documentation.

· Analyzed complex data and documentation.

· Made travel arrangements & organized accommodation for senior managers.

OLYMPICS GROUP of co. AS A HR Assistant MANAGER from 2009 to 2011.

Responsibilities:-

· Schedule examinations by coordinating appointments.
· Welcomes new employees to the organization by conducting orientation.

· Provides payroll information by collecting time and attendance records.

· Submits employee data reports by assembling. Preparing analyzing data.

· Maintenance employee information by entering and updating employment and status –change data.

· Provides secretarial support by entering, formatting and printing information, organizing the answering the telephone, relaying messages, maintanig equipment and supplies.

· Maintaining employee confidence and protecting operations by keeping human resource information confidently.

· Maintenance quality service by following organization standards.

· Contributes to team effort by accomplishing related results as needed. 

· Processed payroll information in a accurate and timely manner.

 RAWAHEL AL MAJD CONT.CO.AS A OFFICE INCHARGE from 2012-2014.

 Responsibilities:-

· To motive the office employees in his unit.

· To set targets of output of work.

· Set the employees work schedules

· Responsible of all invoices and checks.

· Require ting new employees taken interviews.

· Accounting and administration they are any problems I solved that it’s my responsibility.

· Vacation, accomdation, employees need anything I can arrange all things.

Education Qualification 
 Degree (B.Com)
Technical Skills 
Operating system
: win95/98/2000

Packages 

: Ms-office 98/2000/xp Dsc Tally Wings Focus 
Programming skills
:  Internet applications, course completed in (D.C.A)
               
             PAYROLL.
Personal profile 
Date of Birth

: 04-06-1987

Religion

: Islam
Marital Status 
: Married 

Languages known 
: Fluently in English, Arabic, and Hindi, TELUGU.

Nationality

: Indian 
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