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CAREER OBJECTIVE
My objective is to advance my career as Administrative professional and work in an organization that can enhance my skills and contribute to the efficient functioning of the organization. My passion towards this field is my real motivation for selecting this particular trade as my profession. Seeking a challenging career in a growing organization to define new opportunities and to achieve career growth based on performance and accomplishment towards organizational goals.

EDUCATIONALSUMMARY
· Higher Secondary in National higher secondary School in Nagapattinam

· B.B.A – EGS Pillai Arts & Science College in  Nagapattinam

· MBA – Madurai Kamaraj University.

COMPUER SKILL
· P.G.D.C.A – TCPS Nagapattinam, [It’s covered MS-Office / C & CPP / JAVA]

RESPONSIBILITIES
· Forming and maintaining employee records

· Updating databases internally, such as sick and maternity leave

· Preparing and amending where necessary HR documents, i.e. employment contracts and recruitment guides

· Reviewing and renewing company policies and legal compliance

· Communicating with external partners

· Reporting regularly on HR metrics, such as company turnover

· Being the first point of contact for employees on any HR related queries

· Assisting with payroll by providing the department with relevant employee information, i.e. holiday and sick days taken

· Helping with various arrangements internally, from travel to processing expenses
SYSTEM ADMINISTRATION
· Experience as a HR administrator or HR administrator assistant 

· Understanding various HR software systems, like HRMS

· Computer literate with programmers such as word, excel, etc.  

· Good understanding of labour laws

· Organizational skills and ability to priorities 

· Interpersonal with good communicative skills

· BBA in HR or a relevant field
HELP DESK MANAGEMENT
· Monitoring of help request logs, call responsibility, resolution given.

· Daily/Weekly/Monthly call report generation

· Closing the call logs and follow-ups

· Monthly Report generation for team performance evaluation
PROJECT EXPERIENCE
I. Project – 01Chennai Petroleum Corporation Ltd.

· Client 


 : Chennai Petroleum Corporation Ltd Manali Chennai (CPCL)

· Designation 

 : Admin Assistance

· Duration

 : 07.09.2009 to 03.01.2012.


II. Project – 02 Daimler India Commercial Vehicle.
· Company

 : Shapoorji Pallonji & Co Ltd.

· Client


 : Daimler India Commercial Vehicle Oragadam Chennai.

· Designation

 : Officer Admin

· Duration

 : 04.01.2012 to 30.08.2012

III. Project – 03the Metro Zone Resistance Complex Coimbedu Chennai. 

· Company

 : Shapoorji Pallonji & Co Ltd

· Client


 : Ozone group.

· Designation

 : Officer Admin.

· Duration

 : 31.08.2012 to 02.04.2013.

IV. Project – 04 IITM Madras Research Park Taramani Chennai

· Company

 : Shapoorji Pallonji & Co Ltd

· Client


 : IITM Madras Research Park.

· Designation

 : Officer Admin.

· Duration

 : 03.04.2013 to 04.07.2014

V. Project – 05 Reserve Bank of India Staff’s Quarters Chennai Anna Nagar.

· Company

 : Shapoorji Pallonji & Co Ltd

· Client


 : Reserve Bank of India (RBI).

· Designation

 : Officer Admin.

· Duration

 : 05.07.2014 to 28.01.2015.

VII. Project – 06 Construction of Capacitor Bank & Statcom buildings (PGUR)
· Company

 : Granite Construction Company UAE

· Client


 : GASCO.

· Designation

 : Secretary / Time Keeper.

· Duration

 : 07.04.2015 to 10.08.2016.

VII. Project – 07 Al-dabb'iya surface facilities phase iii project. UAE

· Company

 : Nasser s al- Hajri &partners company
· Client


 : ADCO.

· Designation

 : Admin/Secretary / Time Keeper.

· Duration

 : 02.03.17 to 23.10.18

VIII. Project – 08 Chennai Shri ram Park -63 Project
· Client 


 : Shri Ram Properties
· Designation 

 : Admin
· Duration

 : 01.06.2019 to Present

PERSONAL DETAILS:

· Date of birth



: 17.02.1987

· Sex




: Male

· Marital status


: Married

· Language Known


: Hindi, Tamil, English

