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Career Objective:

To join a company where my knowledge and skill are utilized well for the growth of the organization and my career growth.
Academic Qualifications:

· Bachelor of Business Administration from University of Madras.
Technical Exposure:

GUI Tools 
: MS-Office

Operating System
: Windows 98,2000,XP-Pro


Work Experience:

Visa HQ Dubai  from May 2015 to Oct  2015


Designation         :Customer Service Agent 

Work Profile       : Attending  customer checking  the document required from the consulate and embassy on behalf of the applicant. 
                             Fill the application form and take appointment if its required and Some Consulate required the personal appearance.
Sr.HR Executive at Arc Solution from April 2010 to April 2015.

Summary: 

Pre- recruitment activities
(  Sourcing Candidates through Portals, Groups,

(  Validating the profiles according to the Client Requirements.
(  Scheduling Interviews with the Clients and coordinating with the candidates until they join the company.

(  Resume Designing and Modifying.

(  Handling Recruitment system (Resume scrutinizing, Analysis, Job Specification, Job Description).

(  Capable of short- listing candidates by conducting Technical and Personal interviews maintaining good Report with 
     clients to ensure that full and proper service has been delivered.

(  Proactively maintain an effective  resource database management system to close the manpower requirement with the 
     minimum time.

(  Building and maintaining relationships with Candidates on a continual basis through a high volume of phone, e-mail.

(  Following-up with clients after delivering submittals, interviews and placements to ensure expectations are met, as 
     well as soliciting additional job orders and pre-marketing new candidates.

              (  Gained experience in different facts of recruitment from junior levels to Senior.

(  Preparation of monthly reports for the clients about the status of different candidates sent to them.

My Clients:  

1. Wipro

2. Cognizant

3. TCS Eserve

4. Renault-Nissan

5. Sutherland Global Services

6. Sitel

7. Qway

8. Sathyam Cinemas
9. Iopex

10. Concentrix

11. Cumi

12. Infotronics

13. Info search
14. Intelenet

15. Scope International

16. HCL
· Rising Solutions BPO service from April 2009 to March 2010
Designation 
: Customer Care Executive
Work Profile 
: Telesales of Network connecting service to U.K Customers

· Optimus Polaris BPO Service from Sep 2007 to Mar 2009.
Designation 
: Sr.Telesales Executive 
Work Profile 
: Telesales of Bank Silver and Gold Credit Cards to the Bank Existing 


  Customers over Phone Confirming the Document Pick-up with clients 


  from their respective cities.


  Collecting and Registering from a prospective Client data base from all 

                  major cities across India 
· Club Mahindra Holiday from Oct 2005 to Aug 2007.
Designation 
: Telesales Executive.

· Work Profile 
: Promoting Club Mahindra Holiday Package
Training Completed

Ajax consultants.
· Recruitment.

Searching the database/web/jobsites to source out the required resumes /CV  ,Speaking/Emailing to the screened/short-listed resumes and checking their availability and interests ,Sell and forward the interested candidate resumes to clients against requirements with the help of senior recruiter (recruitment team) , Exposure of Handling three verticals IT , ITES & Non IT  recruitment , Training the candidates on interview pattern and interview tips for all the rounds of interview , Making Cold calls & Head-hunting 

· HR Generalist
Taking Care of Joining formalities of the Employees , Co-ordination with the new jonnies of the internal employee, Issuing the Offer Letter and explain the salary details , Employee Relationship , Handling Exit Interview ,PMS System of the Employee & Processing Employee PF, ESI, Med claim& Other Employment Registration forms 
· Payroll

Taking Care of Complete Staff Data Base, Pay-roll processing with regard to labor laws, Monitoring PF, ESI, PT Calculations, Remittances, Fillings, etc. Taking Care of routine Tax planning Co-ordination for the Employees. Monitoring Relieving Procedures and Settlements & General administration-related work and Employee Co-ordination & Marinating the Contract Employees details

Personal Ability

· Good Communication skills

· Confident & Positive attitude

· Self directed and Hard working

· Disciplined and sincere.
Extra Curricular Activities :

· Cricket , Tennis

· Surfing the Internet.
Personal Details:
Date of Birth

: 6-12-1980
Religion 

                 : Islam

Nationality 

: Indian
Marital Status 

: Married

Languages known 
                : Fluent in English, Urdu, Hindi & Tamil

