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SCHOLASTICS

· Post Graduation in Human Resource Management (2015 -2017) – 72% 
· Graduation in Electrical & Electronics Engineering(2011-2015) – 65.6% 
· HSC CBSE – (Bio-Maths)- (2011)-79% 
· SSC CBSE -(2009)- 89% 
PROJECTS UNDERTAKEN
· Talent Acquisition for Marketing Executives (M.Pharm Graduates) 

· Relationship of Flexible Working Practices and Work Life Balance on Job Satisfaction. 

· Load Flow Analysis 

TRAINING & INTERNSHIP

· PKJ Technologies – Thrissur 
Management Trainee – Human Resource Department 

· Novonordisk India Pvt Ltd – Bangalore 
Management Trainee – Human Resource Department 
· AVT Natural Products Ltd - Aluva 
Management Trainee – Human Resource Department 

· Kalypso – Outbound Training 
Social sensitization camp 
Educated and created awareness among rural people of Vattavada. 

· Vanavasam 
Self realization camp 

· Matlab/Simulink and Orcad PSpice
EXTRAMURAL ENGAGEMENTS & ACCOLADES

· Member of NIPM (National Institute for Personnel Management). 

· Transcend Coordinator (Social Service Initiative-RCBS). 

· Inflore Coordinator (National Level Management fest-RCBS) 

· Participated in International Conference on HRD 

· National conference on Applications of Engineering for Green Technology. 

· Won Prices for Mono-act and Folk dance in State Level Competition.
· Represented School & College for Throwball Tournaments. 
DECLARATION

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

Swathy
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     CONTACT INFORMATION


( C/o 971504753686


  �HYPERLINK "mailto:Swathy.377767@2freemail.com"�Swathy.377767@2freemail.com� 





PERSONAL DOSSIER


Nationality : Indian


Date of Birth: 05-06-1993�
�
Marital status: Single


Religion: Catholic�
�



 





TECHNICAL SKILLS


AutoCAD Version 


Mipower Version 


Mat lab Version 





SOFT SKILLS


Problem solving skill 


Communication Skill


Report writing Skill


Multi functionality


Analytical Skill


Self Motivated


Optimistic





INTERESTS 





Dancing 


Throw Ball 


Art & Craft 


Cooking 
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CAREER OBJECTIVE


Seek to work in an environment that will challenge me further; while allowing me to contribute to the continued growth and success of the organization. Obtain a position that will provide me the ability to apply my work experience to a growing industry. Look forward to be a part of a company that promotes quality product and services; and provides me with the opportunity to meet and exceed assigned goals. 
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 PROFESSIONAL EXPERIENCE


HR and Administrative Assistant


Interiors International FZCO, Dubai


Duties and Responsibilities:


Provides job candidates by screening, interviewing, and testing applicants; notifying existing staff of internal opportunities; maintaining personnel records; obtaining temporary staff from agencies.


Coordinating with accounts for calculating pay; distributing checks; maintaining records.


Helping with form completion; verifying submission; notifying employees of approvals, monitors unemployment claims by reviewing claims; substantiating documentation.


Maintains human resources records by recording new hires, transfers, terminations, changes in job classifications, merit increases; tracking vacation, sick, and personal time in the software.


Orients new employees by providing orientation information packets; reviewing company policies; gathering withholding and other payroll information; explaining and obtaining signatures for benefit programs.


Documents human resources actions by completing forms, reports, logs, and records.





Assistant Executive – Human Resource And Welfare 


Kitex Garments Ltd – India


            Duties and Responsibilities: 


               * Talent Acquisition 


               * PF, ESI Management 


               * Maintenance of personnel files 


               * Manpower Ratio Monitoring 


               * Employee motivation 


               * Employee Relation 


               * Welfare 


               * Training 


               * MIS
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PREFERRED ASSIGNMENT                                          


With my technical back ground and Post Graduation in HR management, I feel as if I can excel in the field of Human Resource management. By my acquired knowledge and experience I can also manage out a very efficient Asset management System with the use of optimum resources. �
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