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JONATHAN 
CURRENTSTATUS: EMPLOYMENT VISA
D.O.B: 15-06-1990 





Seeking Assignments in HUMAN RESOURCES & SOCIAL WORK with a growth Oriented Organization.
Location Preference: Dubai, Abu Dhabi, Overseas.
AN OVERVIEW

· Currently associated with enhancing Marketing & Sales and online marketing, maintaining social network site like Facebook & YouTube, taking care of Stock & Inventory.
· Was associated with CASA (Churche’s Auxiliary for Social Action) as HR Executive & PAT-Incharge (People’s Action for transformation).
· 1 1/2 years of experience in planning and directing all areas of Human Resources that includes but is not limited to: benefits, compensation, employee relations, payroll, performance management, policy & procedures, recruitment, safety, supervision & training
· Adept in end-to-end development of the people in almost 250 Villages in and around the outskirts of Chennai.
· Adroit in providing effective resolution to the Village leaders, Women Groups, Youth Groups etc.
· Monitor Team coordination & work accomplishment

· WasHR Executive &Personal Assistant to Program Manager & Program Operations, Drafting letters & Emails to College’s, NGO’s & other authorities
· Preparation of company’s client success report at every end of the week and report to the Head to ensure if the growth of the company is accomplishing the mission

· Demonstration of multitasking abilities, professionalism and time management skills by working with an outgoing team dedicated to grow the business.

· Have excellent communication & Interpersonal Skills with abilities in resolving problems and situations that do not give an easy way.
WORK EXPERIENCE AND RESPONSIBILITIES

Company: 

Position:PR Coordinator
Duration: JANUARY, 16TH, 2016 – PRESENT

Duties (Administrative Functions)

· Stock-Inventory Maintenance

· Updating stock in warehouse 

· Maintaining Social Media & Marketing Facebook, YouTube, Company Website etc.

· Documentation like brochures, stock files and other inventory files being maintained.

· Picture designs, creating new captions and pictures during any special occasions.

· Photography of events, converting the photos and videos and make into a promotional video 

        As a part of marketing & sales.

Company: CASA (CHURCHE’S AUXILIARY FOR SOCIAL ACTION)
Position: HR Executive & PAT-In charge (People’s Action for Transformation). 
Duration: NOVEMBER, 01, 2014 – NOVEMBER, 02, 2015
Duties (Administrative Functions)

· Screening, Hiring &short listing of the candidates as per the requirement

· Coordinating with various departments for the requirement

· Documentation of the new joiners

· Organizing the induction program for the new joiners

· Managing the Pay-Roll

· Maintaining the attendance of the employees

· Processing the Appraisals of the employees annually

· Conducting the Training programs for the employees as per the need

· Conducting various HR activities to motivate employees.

· Maintaining database and report

· Personal File Management

· Providing MIS reports with analysis to the top management on Recruitment Status, Attrition Analysis, Overtime & late coming reports, Absenteeism Reports of On-Roll Employees, Training Analysis and other reports (as per the Top Management requirement)

· Handling general administrative areas like Security, Housekeeping, etc.

· Preparing yearly Cultural Calendar and organize activities as per the calendar

Company: AL FATHA GENERAL TRADING L.L.C.
Position: ADMINISTRATOR (HUMAN RESOURCES)
Duration: 22thApril 2014 - 20th September 2014
Duties (Administrative Functions)

· Execute manpower planning and budgeting to have a road-map for recruitment assignments

· Manpower hiring  as per the recruitment plan agreed along with the Business heads/department heads

· Keep ears to the ground and reach out to all employees through communication with employees at regular intervals to gather insights @ workplace and feed them back appropriately to the leadership team of the organisation

· Plan and execute suitable interventions to keep the employees motivated

· Act as a business partner and provide dashboards/analytics to business heads/department heads to help them have a pulse of their team

· Provide employee development and counselling assistance to employees /team members to enhance employee performance and productivity

· Take adequate measures to retain good employees, ring fence high potential employees

Company: YiLead, Sri Siddhantha Foundation
Position: HR EXECUTIVE 
Duration: July 2013 – June 2014
Duties (Administrative Functions)

· Marketing about the availability of CSR program to College’s & Students through Phone Calls, Mails, Social Media & other means of information available.

· Personal Assistant to Program Manager & Program Operations 

· Drafting letters & Emails to College’s, NGO’s & other authorities

· Student (Candidate) counselling and advice 

· Office Administration

· Office Documentation

· Follow up with documentation of projects and kept it updated

· Training of new employees & Trainees

· Maintenanceof files & records

· Monitoring Team coordination & work accomplishment

· Maintenance of client & candidate databases

· Ensure efficient manpower is available for upcoming requirements

· Worked well as team player or independent
· Preparation ofcompany’s client success report at every end of the week and report to the Head to ensure if the growth of the company is accomplishing the mission

CAREER PROFILE

An enthusiastic, results oriented HR professional with

· extensive experience in Human Resources function, Community Development  & Counselling,

· ability to function as a team player and work independently to achieve objectives,

· excellent problem solving skills,

· ability to manage multiple tasks and deadlines,

· ability to promote employee morale by developing interpersonal relationships within all levels of the organization

TECHNICAL

· Proficient with Microsoft applications- Word, Excel, PowerPoint, Email, Internet, All Social Media & Social Advertising
· Excellent verbal & written communication skills

· Self-starter, Self-motivated with strong professional ethics.

· Result oriented ,responsible & hardworking

· Ready to meet work pressures and deadlines

FUNCTIONAL

· Interned as Personal Assistant, RUSSIAN CHAMBER OF COMMERCE (INTERNSHIP TRAINING).

· Summer Internship, MaFoi Foundation (May 2012-June 2013).

· Field work trainee, Chengalpattu Rural Development Society (CRDS).

· Field work trainee, Tamil Nadu Slum Clearance Board (TNSCB), Chennai. 

· Resource Person, Inter-Slum Olympics (2012-2013), Organized by (Arise).

· Resource Person for the Inter-Slum Olympics (2012-2013), Organized by (Nivedan Women’s Development Trust).

· Block placement, SSFFOUNDATION Chennai
ORGANIZATIONAL SCAN

Since 01’Dec’2014 associated with CASA (Churche’s Auxiliary for Social Action) as PAT – INCHARGE (People’s Action for transformation).
Since 22’April’2014 – 20’September’2014 was associated with Al Fatha General Trading L.L.C as HR (Administration)
Since 05’July’2013 – 04’October’2014 was associated with SSF Sri Siddhanta Foundation (YiLead), Jhaver Groups as Programme Executive.
SIGNIFICANT HIGHLIGHTS

Submitted research project titled “A PERCEPTION STUDY ON WORKLIFE BALANCE AMONG CSR EXECUTIVES AT MAFOI, NUNGAMBAKKAM CHENNAI” as part of MSW programme
ACADEMIC CREDENTIALS
· Masters in Social Work Specialized in Community Development, (2011-2013) Loyola College, 
Chennai, India.

· B.A History, 2008 – 11, Loyola College, Chennai, India.

· Diploma in Tourism &Airlines Management, LIVE, 2011, Loyola College, Chennai, India.
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