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SWATHY 


	Objective


To obtain a challenging entry–level experience with a business firm or a position which can enhance my skills and work potential, invigorate an urge to perform and achieve goals keeping in mind the aesthetics of professionalism.
	Work Experience


Designation
: HR Executive

Organization
: Diagnostic 

Duration
: 15 September 2015 to 15th February 2016
Roles and Responsibilities:
· Assist in day to day activities of HR functions and duties.
· Provide clerical and administrative support to HR manager.
· Maintaining of all records & legal documentations of staff .

· Compile and update employee records.
	Educational Qualification

	Qualification


	Institution
	Board/University
	Year
	Class/Grade

	PG Diploma in Business Administration (HR)
	NIBM

Trivandrum
	University
	2015
	First Class

	Bsc. Zoology
	Catholicate College, Pathanamthitta
	MG University
	2011
	Second Class

	Plus Two
	Psvpmhss, AyravonKonny
	HSE Kerala
	2008
	First Class

	Tenth
	Psvpmhss, AyravonKonny
	SSLC
	2006
	First Class


	Certification


	Course
	Institution
	Duration
	Grade

	Diploma in Medical Transcription
	Med Tranz International, Ravipuram, Cochin.
	2011 - 2012
	A Grade

	Advanced Diploma in Computer Applications
	SreeShankaracharya Computer Center 
	May 2013 – Oct 2013
	A Grade


	Interested Areas


· Front Office

· Administration

	Extra Curriculum


· Social Service: Volunteered for Red Cross; Nursing Injured Students at the School.
· Public Presence: Won certificate for drama, dance etc.
	Personal Profile


Date of Birth

:  31-01-1991
Gender

:  Female
Marital Status
:  Married
Nationality

:  Indian
Languages Known
:  English, Malayalam,Hindi&Tamil
Soft Skills

: Good Listener, Competitive Intelligence, Good Presentation skills.

	Declaration
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I hereby declare that the information furnished above is true to the best of my knowledge.
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