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PROFILE

HR&Operations: having 3 Year experience in the field of:
· Recruitment & Client Handling

· Ability to communicate with all levels Managements
· Backend support
· Experienced in using search engine like Monster,Naukri,Times,Google

· Ability to handle multiple task in dynamic environment

· Organization of fiscal document

Computer Proficiency

· MS-Office

· Tally

· Peachtree

· Internet

· Editing

Skills
· Goal Oriented

· Leadership

· Problem Solving

· Relationship Building

· Effective Coordinator
Values
· Innovative

· Realistic

· Hard working

· Highly motivated

· Initiative

Hobbies

· Travelling

· Driving

· Chatting

· Photography

PERSONAL

Date of Birth

12th OCT 1988

Nationality
Indian

Religion/Caste

Islam/Muslim

Marital Status

Single

Languages
English

Hindi

Malayalam

Tamil 

kannada

Available Upon Request


	
	carrier objective

To work in a professional environment, which will accentuate and optimize my skills at HR & Operation  and Finance
Profile snapshot and key strength: 

· Quick learner with analytical bent of mind coupled with zeal to utilize and enhance ideas, knowledge and skills.

· Exceptionally well organized with track record that demonstrates self-motivation, creativity and initiative to achieve both personal and organizational goals.

· Highly regarded leadership abilities with team-player mentality. Apply interpersonal skills to establish and maintain positive relationships and improve workplace morale.  

· Adaptability and ability to work under pressure, also on tight schedule.

· A go-getter, result-oriented professional.

Professional work experience: till working

Horizon LLC ,DUBAI,UAE

Horizon is Interior product selling company, Based in Dubai, UAE.
Job Title        : Operation Executive

Period           : July 2014 to Till Now

· Preparing Daily Financial Statement and Report to Management.

· Daily checking of Bills and Invoices. 
· Preparation of Bank reconciliation statement 

· General ledger entry including accruals and prepayments.

· Assisting with sales / purchase ledger duties and payroll.

· Communicating clearly and effectively with the accounts team.

· Managing the daily flow of attestation documents

· Coordinating the collection and delivery of documents with clients thru network of collection executives.

· Coordination and follow-up with overseas offices for attestation requirements.

· Disbursement of check for agency expenses,

· Organization of fiscal documents.
· Preparation of various reports for senior managers.

Professional work experience:1years

Armature pvtltd,bangalore

                            Armature is a leading garments manufacturing company in India,Bangalore, 
Job Title        : HR Executive

Period           : July2013 to APR2014
Job Responsibilities:

· Understanding the requisition of the client and sorting resume as per the need of the organization from the database, Job-Portals and references.

· Sourcing the resumes through databanks, job portals and references.

· Checking the availability of the short listed candidates and arranging the interviews in co-ordination with the client.

· Coordinating with Recruitment process and candidates for scheduling interviews.

· Overlooking all technical interviews, monitoring profile movement across the process & shortlists till closure stage.

· Able to communicate and interact effectively with individuals of all levels.

· Handling requirements of all levels.

· Keeping records (Leaves, Payroll etc.

· Salary and wage administration.

· Handling all the queries of the employees. Be it related to Salary, Leaves, and Attendance.

Professional work experience:1 YEAR

Futrament consultancy , Bangalore

Futrament is a leading consultancy in Bangalore ,India. working for almost leading companies
Job Title        : Recruiter

Period            :MAY2010 to March 2011

Job Responsibilities:

· Understanding and analyzing the various requirements

· Sourcing the candidates from various Job Portals like Career Builder, Dice

· Conversing with the candidates and understanding their expectations
· Finding the right candidates

· Sourcing them to the point of contact

· Conducting reference checks

· Working as an agent to build the relationship between the Company and the consultants
ACADEMIC QUALIFICATIONS

MBA (master of business administration)

Don bosco bio science and management studies,bangalore

Bangalore  University (2011 –2013)

BBM(Bachelor of business management)

Karpagam  Arts &Science college

Bharathiar University (2007 -2010)

CERTIFICATION

· Diploma in Computerized Financial Accounting Course(OCT2011)

· Certificate Course in Entrepreneur Development(APR2008)

· Certificate Course in Photoshop(JUN2007)

INTERNSHIPS AND PROJECTS 

· A Study Effectiveness Of Training And Development Of Employees in gemplastpvt ltd
· A organizational study on RubcoHuat Wood PVT LTD,Thalassery

DECLARATION

I hereby confirm that the information furnished above is true to the best of my knowledge .I request you to consider me as a proficient candidate, and if an opportunity is given to me, I will prove my worth.




