To,

The Human Resource Manager 

Dear Manager, 

I am seeking a career in challenging senior position at an esteemed company like yours. 

A graduate with over two years of human resource, customer relationship and IT related experience, having exposure in administrative management, technical writing, recruitment and handling of customers as a single point of contact. During these two years, I have worked in technical positions and adopted many technologies and the ability to address a business concern with a technology solution using my diversified knowledge. 

Having laid my foundations during these years, I am now looking forward to specialize in human resource and recruitment field, that require a focused effort, a chance to learn and work hands-on. I am looking out for working in a professional environment where I will be able to address business problems and enhance business productivity for any industry using technology. 

I strongly feel that I can be a value addition to the organization and achieve my career goal at the same time. I would appreciate the opportunity to discuss how my knowledge and experience are consistent with your needs. Please take the time to review my qualifications. Thank you for your time and consideration. 

Sincerely, 

Objective

I am looking out for working in a professional environment. Any company big or small which respects and believes in hard work, one which provides creative atmosphere and potential growth along with dynamic work environment where I’ll be able to realize my maximum potential.

Education

 B.E (Electronics & Communication) from M.S. Ramaiah Institute of Technology, Bangalore (Visvesvaraya Technological University) in 2003

Professional Experience

2+ years 

Sept’06 – Till Jan’07
Barclays Bank PLC, Dubai

Company Profile
UK-based Barclays Bank PLC is one of the world's largest financial services companies. Barclays have been providing banking, investment banking and investment management for over 300 years. Today the Barclays Group operates in over 60 countries and employs more than 111,000 people worldwide.

Their main operations are UK Banking, Private Bank, International Banking, International Retail and Commercial Banking, Barclaycard, Barclays Capital and Barclays Global Investors.

Job Profile

HR Admin (New Markets)
· Lead key local HR processes for client groups from employee 
      entry to exit, including :
      Review & maintenance of 100% compliant local HR policies  
      & procedures, Assessment & improvement of HR related document   
      retention standards & practices, Digitization of common templates
· Make recommendations for improving policies and processes.
· Formulating HR policies and procedures
· Drive process integration, best practice sharing and integrated 
      approach to HR policies and procedures that support the  
      organization's business objectives.
· Searches for candidates through cold calling, networking and 
      Internet research.
· Participates in special projects including gathering data, analyzing 
      results, and making recommendations.
· Job designing & evaluation, headcount planning, handling staff leave        
      records.
· Creating training materials for the delegates and the trainers.

· Organize the induction of the new-hires and overseeing their medical process.

· Creating contracts & ensuring the recruit’s joining procedures are met in accordance with the local labor law.
Sept’05-Dec’05

HSBC, Hyderabad, India

Company Profile
Headquartered in London, HSBC is one of the largest banking and financial services organizations in the world, with an international network comprising of more than 10000 offices in 76 countries and territories, operating in the Asia pacific region, Europe, The Unites States of America, the Middle East and Africa.

HSBC Electronic Data Processing (India) Private Limited (HDPI) was established in 2000 to provide world – class data processing and remote value added services to the HSBC Group, of which it is a member company.
Through an international network linked by advanced technology, including a rapidly growing e-commerce capability, HSBC provides a comprehensive range of financial services: personal financial services; commercial banking; corporate, investment banking and markets; private banking; and other activities.
Note: For more details please visit the website 

Job Profile
Customer Support Executive – HR Financial Planning Managers Recruitment & Maintenance (UK)
· Recruitment of Regulated sales force (Experian Credit search )

· Processing transfers and promotions of FPM( Financial Planning 
                   Managers), Sales Managers, Independent Financial Advisors, Area          
                   Financial Sales Managers, Divisional Financial sales Managers,  
                  Senior Financial Sales Managers- Regulated sales force

· Registration and Deregistration of FPM’s with FSA (Financial  
                   Services Authority) - UK pertaining to the rules of regulatory financial 
                   services authority.
· Structuring credit facilities, preparation and presentation of 
                   proposals.

· Analysis of financial and cash flow statements with risk analysis.
· Authorization and Supervision of Mortgage Advisors, updating
                   persistency of regulated products.

· Creating targets for the regulated sales force.
· Collating and Maintaining Job changes (Promotions, Demotions, 
                   Contractual Time Hour changes, Full time to key time & vice versa).

· Maintaining of Training & Competency records, Supervision of 
                   Regulated sales force weekly reports.

· Issuing Contracts, Terminations, Dismissals, leave from regulated 
                   role to unregulated role within HSBC & vice versa.

· Issuing references & performing Experian credit search for New 
                   Hires. 

· Prioritizing to meet the SLA on time.
· Supervising all the issues relating to the entry an exit of the 
                   employees.
Apr’04 – Mar’05
KUWAIT RECONSTRUCTION HOUSE, Kuwait

Company Profile
Kuwait Reconstruction House (KRH) is one of the leading providers of logistics services and solutions to many of the US Army divisions and its contractors in Kuwait for more than a decade. KRH has been providing logistics support services for +3000 western employees and +6000 TCN technicians’ employees all employed by more than 20 international companies for their on going projects in Kuwait.

Note: For more details please visit the website 

Job Profile

Business Development Executive/Admin Manager:

· Supervision of logistics activities.
· Reviewing Daily trade activity reports.
· Reviewing and approving trade adjustments, wire transfers,  
                   seminars related to incoming and outgoing business.
· Seminars and trainings for further development & enhancement of 
                   the company pertaining to Logistics.
· Multi-tasking between job briefs, client visits, interviews and short-
                   listing

· Handling all core recruitments for Oil & Gas sector.

· Searching, pre-screening, selecting, interviewing and assessing 
                   candidates.

· Analyzes daily management reports.
· Internet Research
· Working on Project planning and organizational flow charts.

· Responsible for directing the work of others.

Sept’03 – Dec’03
ArabTrust.com (Al Bahar Projects Company), Kuwait

Company Profile
ArabTrust, subsidiary of Al Bahar Projects Company established in 1996, the First Security Company in the Middle East to offer PKI, Ethical Hacking, Security Policy, Outsourcing Security, Managed Security Services, Training, Consulting Security, Disaster Recovery and Payment Gateway. ArabTrust is a leading IT firm in Kuwait. Its activities characterize the company’s position in the market, like innovation, facility infrastructure and on-site system management. As a leading VeriSign Affiliate, ArabTrust delivers enterprise Public Key Infrastructure (PKI) services to banks, government agencies, and healthcare organizations throughout the Middle East countries.
Note: For more details please visit the website 

Job Profile

Technical Assistant:

· Responsible for creating and maintaining client related documents 
                   and files.
· Responsible for minutes of meetings (technical).
· Technical writing (preparation of RRFP, RFP, project reports, etc).
· Internet research 
· Create/maintain training materials.
· Compiling online help files to support end users.
· Worked with Win95, 98, 2000, XP operating systems, etc.
· Working knowledge of web browsers such as Internet Explorer, 
                   Mozilla and Netscape.

June’02 – Jul’03
SYKES, Bangalore, India

Company Profile
SYKES has been providing expert outsourcing and consulting solutions to the world's leaders in the technology, finance and communications industries for over 25 years. SYKES helps companies optimize customer-facing and back office processes while containing variable costs and facilitating capital divestiture via outsourcing and program management. SYKES' Customer Services provide our clients with the expertise, technology, and quality that can only come from an expert provider of customer management solutions. SYKES perfected CRM methodologies apply proven processes to all aspects of operations, people, and technology, building a platform of services that can retain the best quality levels through rapid changes in business and technology.
Note: For more details please visit the website 

Job Profile

Customer Support Executive:

· Direct interaction with customers both inbound and outbound via  
                   telephone, email, text chat, mail and fax; includes transaction 
                   processing.
· Identify, analyze and resolve customer issues.
· Evaluate, train and motivate customer service and inside sales staff.
Technical Expertise
· Knowledge of Microsoft Windows environment

· Microsoft FrontPage

· Microsoft Office

· Microsoft Project

· Microsoft Visio

· Microsoft Outlook, Outlook Express

· Adobe Photoshop

· PeopleSoft 8 CRM (HRIS)
· Lotus Notes

· Mainframe 3270-PRISM, BCDU (Bank Control Database Maintenance Unit), LIFEPEN
· Browser & Document Java Image Viewer (5.0)

· Matlab

· Internet and Intranet
Skill Set

· Well versed with Recruitment & Selection Techniques

· Good communication and presentation skills

· Technical/Customer Support

· Technical Writing and Documentation
Personal Details

Date of Birth

:
1st April 1980

Nationality

:
Indian

Marital Status

:
Married

Languages Known
:
English, Hindi, Malayalam and Arabic
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