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Objective

To work in an organization which would recognize and utilize my willingness to perform to the maximum and be a part of a team that would stir the momentum of the organization and the society.
Experience Summary


· Human Resources Admin at Oxygen Creations from July 2014 to October 2015, working as a Recruitment Officer.

· Senior Team Member in Ford Business Services Center as a part of the Ford Credit Operations (USA) team from May 2011 to July 2014.
· Have worked on various teams which were considered the most sought after and also the most difficult to perform, including the Repossession team which required a thorough understanding of the customer payments and non-payments, overlooking collecting dues and repossessing vehicles from default customers. 
· A part of the National Recovery Center (USA) team, taking care of legal charges and banking of payments to and from NRC.

· As a part of the team which responds to Disputes(Queries) raised by Ford customer spread out through-out the USA , working closely with the four Credit organizations in the USA.

Skill Set

Technical
Operating Systems
:
Windows, Windows XP, Windows 7 
Software Known
Microsoft Office: MS Word, MS Excel (including Excel Macros), MS Powerpoint, MS Publisher
Responsibilities 

At Oxygen Creations (as HR Admin)

· Selecting candidates for various positions required.

· Conducting HR interviews.

· Assisting new employees with the induction to the company.

At FBSC (as Senior Team Member)
· Working in close association with business providers in the USA which included working in shift basis.

· Training and working along with new junior team members, auditing and appraising their performance.

· Maintaining zero errors in the activity to ensure full CSR(Customer Satisfaction Rating)
· Adhering to fixed Service Level Agreement as agreed with the business providers.

Recognitions:

· Awarded Employee of the Month for the month of December 2012, for excellent error free processing in 4 activities
· Awarded a Kaizen Certificate for a Process improvement in Repo- Statement of Sales Activity, which resulted in eliminating errors in that activity
· Awarded a Kaizen Certificate for a Process improvement in Verify Add-ons Activity, which reduced the time taken to process by 20 Man hours per month.
Education Summary
· Bachelor Of Commerce Degree, awarded by the Bharathiar University, Tamil Nadu, India with an aggregate: 81% in all semesters in April 2011
· 12th State Board passed in First class securing 89% from Avila Convent in April 2008
· 10th Matriculation exams passed in First class securing 83 % from Avila Convent in April 2006.
Personal Profile
Date of Birth


:
25-02-1991
Age



:
24 yrs

Nationality


:
Indian

Linguistic Abilities

:
English(r/w/s), Tamil(r/w/s), Hindi(r/w/s), Telugu(s), French (r/w)
Strengths


:
Innovative, Motivator, Team player
Expected Salary

:
5000-6000 AED (Negotiable)
Visa Status
 

:
Visit Visa (valid till January 6 2016)
Declaration


I am confident of my ability to work in a team. I, hereby declare that the information furnished above is true to the best of my knowledge











Yours sincerely,


