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Career Summary

Pro-active and result oriented with experience in all aspects of Human Resources and Administration. Have knowledge in HR related activities like Recruitment, Asset Management, Employee Attendance management and Employee Relationship. Ascertains needs and goals, streamline existing operation and follows through with development, direction and accomplishment and positive attitude towards work.

Career Objective

To obtain a challenging career and excel as a HR management professional in a highly challenging and stimulating environment that provides ample opportunities to learn and to contribute towards the growth of the organization.
Educational Qualifications

Institution         : Mohamed Sathak College of Arts & Science

Field of Study  : M.B.A ( HR)
University
  : University of Madras, Chennai.

Percentage        : 68%

Period               : 2010-2012

Institution          : The New College

Field of Study   : BA (English)

University
   : University of Madras, Chennai.

Percentage
   : 50%

Period
               : 2006-2009

PG Diploma in E-Business Management

Professional Trainings

· A Study on HR Activites at LNV Technologies Pvt Ltd Chennai in-depth study on organization day-day HR activites.
· A Study on Quality of Work Life at Eveready Industries India Ltd Chennai in-depth study on Quality of Work Life of Employees from Dec 2011- March 2012.



	Professional Experience 
HR Assistant
Glad Drugs & Pharma, Chennai, India.
September 2013 – October 2015
Roles and Responsibilities:
· Handling end-end recruitment of the organization.
· Negotiating the salary with candidates.
· Taking care of joining formalities.

· Preparing the Offer letters & Appointment letters for the selected candidates.

· Maintaining the personal files of the employees and updating the same in the system.

·  Handling time and attendance of the employees.
· Tracking the performance of the New Joiners.

· Assisting the HR manager with other HR activities.
· Coordinate with the Accounts department for payroll processing. 

· Handling employee grievances.

· Preparing Monthly HR/Admin Reports.

· Handling general administrative areas like Office maintenance, Stationery, 

· Security, Housekeeping.

· Arrangement of Meetings.

· Travel Coordination.

Computer Proficiency
· MS Office
· Operating Systems
· Search Engine

· Internet 
Key Skills

· Human Resources Management.

· Positive attitude.
· A good communication and strong team player.

· Negotiating. 
· Ability to work under presure.
· Honest, sincere with a high level of Integrity.
Industrial visit

· Parle Biscuit Factory.
· Rane Holdings.
Personal skills

· Highly motivated & self Driven

· Ability to meet deadlines

· Keen to learn

· Readiness to face challenges

· Effective Communication Skill

· Willingness to learn 

· Good at people skills

Personal Profile
Date of Birth
    :   15th Feb’1988
Sex

    :   Male

Religion
    :   Islam
Nationality
    :   Indian
Marital Status     :   Single
Languages
    :   English, Hindi, Urdu and Tamil.

Visa Type      :  Long Term Visit Visa.
Duration         : 25-10-2015 to 20-01-2016

Declaration  

   I do hereby declare that the above-furnished details are true and fair to the best of my knowledge and belief. I shall do my best to please you in the discharge of my duties.









