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Career Objective: 

 To associate myself with an esteemed organization where in i can utilize my analytical and interpersonal skills by contributing effectively towards the organization.

Educational Qualification: 

· SSC from Little Angels E/M High School.
· B. Com from Venkateshwara degree college.

Technical Skills:

· Operating Systems

:  Windows 95/98/2000 Prof /XP/VISTA/7

· Packages                         
:  MS-OFFICE & TALLY
Work Experience:

· Having experience in various fields like Reception, Library, Management Systems and Human Resources (HR) at HBL POWER SYSTEMS LIMITED (From April 2010 to Nov 2015). 

· Worked as HR –Executive at SANRA FERTILIZERS PVT LTD & SANRA ORGANIC PVT LTD from Dec-15 to June-16.

· Worked as a Customer Care Executive and HR Senior Executive from June-16 to December 2018 at CMTL (CONTINENETAL MULTIMODAL TERMINALS LIMITED).
· Presently working as an Associate in KANHA SHANTHI VANAM from April -2019 to till date.

Job Description – Core in HBL POWER SYSTEMS LIMITED.
As a HR:
· Co ordinate entire plant recruitment activities (Staff Category) in consulting with functional heads / Corporate as & when necessary.

· Co ordinate Annual Training Plan and its documentation.

· Analyzing & Maintain NDO reports on daily basis.

· To maintain proper records / registers of Library on daily basis.

· Entire gamut of Employee Relations & Grievances.

· Monthly MIS on above mentioned activities.

· To maintain cordial relationship with employees and attending their grievances.

· Update employees contract renewals periodically.

· Update employee particulars in HRMS.

· Salary Accounts openings.

· ID Cards preparation / Issuing.

· Medi-claim cards / claims issuing & follow-ups.

· Assisting all payroll activities.

As a representative:

· Co-ordinating MR in preparing necessary documents like manuals, procedures and SOPs.
· Able to plan and schedule internal audits.

· Able to collect necessary data for objectives.

· Maintaining necessary ISO documents like ISO 9001:2008, ISO 14001: 2004 & BS OHSAS 18001:2007.

As a Librarian:

· Maintaining relevant documents like Journals, magazines, Newspapers, Books, Standards & Articles.

 HBL Company Profile:


HBL Power Systems Ltd is a listed Indian Company, in business since 1977 with a focus on Engineered Products and services. The first products selected and successfully developed were Aircraft Batteries eventually leading to HBL offering the world’s widest range of specialized batteries. The company moved into new businesses and markets that utilise our batteries such as Industrial Electronics, Defence Electronics, and Railway Electronic Signalling. Recent diversification, leveraging the companies engineering strengths, has led to new businesses in precision manufacturing. HBL success has been built serving some of the world’s most demanding customers and applications.

Job Description – SANRA 

As a HR: 

· Coordinate entire plant recruitment activities (Staff Category) in consulting with functional heads / Corporate as & when necessary.

· To maintain proper records / registers on daily basis.

· Entire gamut of Employee Relations & Grievances.

· To maintain cordial relationship with employees and attending their grievances.

· Salary Accounts openings.

· ID Cards preparation / Issuing.

· Medi-claim cards / claims issuing & follow-ups.

· Assisting all payroll activities.

SANRA Profile:
Sanra Fertilizers & Organics Pvt Ltd, company is a major Indian producer of chemical fertilizers, Organic Fertilizers like Biomin, Organic Soil Conditioners, Zinc Max Water Soluble fertilizers, Vigour Root etc.

Job Description – CMTL
As a CS:
In Export department:
· Gained good knowledge on ICD operations like EXIM Documentation in Exports & Imports.
· Handling Custom’s Clear Documents from CHA (Custom Housing Agent) like CFN (Container Forwarding Note), SB (SHIPPING BILL COPY), OFN (On Forwarding Note), BO (BOOKING COPY).  

· Coordinating with customer regarding container allotment & delivery details.
·  Solving the quires of customers (e.g. Status of Export train schedule, & any issue related container delivery or dispatch)

· Sending mails to shipping lines for OFN on need basis.  
· Observing the Operation activities for Updating the Status of Containers to Customers. 

In Import department:
· Handling Custom’s Clear Documents from CHA like Custodian Copy, BE copy (Bill of Entry) BL copy (Bill of Lading), DO copy (Delivery Order). 

· Sending mails to customer for DO on need basis.  
· Updating the status of empty containers gate in & gate out.
· Maintaining import train summary data.  
 HR: CMTL
· Coordinating recruitment activities (Staff Category & Contract Basis Category) in consulting with functional heads / Corporate as & when necessary.

· To maintain proper records / registers on daily basis.

· Salary Accounts openings.

· ID Cards preparation / Issuing.

· Medi-claim cards / claims, issuing & follow-ups.

· Assisting all payroll activities.

· Monitoring Safety for the employee, ensuring to employee for wearing PPE at yards. 

· Coordinating Security Gate Operations Employee Movements, Visitors Movement, Etc.

· Conducting trainings internally to employees on safety related trainings like First Aid, Electrical Safety and Fire Fighting.

CMTL Profile:
Continental Multimodal Terminals Limited (CMTL) is a JV of CWCL and KRIL. CMTL has developed a multi-modal Logistics Interface Park (LIP) at Thimmapur (near Hyderabad) in close proximity to National Highway 7. The LIP is equipped with a three-line railway siding and over 250,000 sqft warehousing to cater to the needs of both domestic and EXIM trade. The facility spread over 50 acres has been developed to serve the twin needs of a growing trade and a bustling city with ever increasing traffic restrictions.

Job Description - KANHA

· Answer calls and respond to emails 

· Handle customer inquiries both over the phone and by email

· Research required information using available resources

· Provide customers with product and service information for Anti-Radiation Products (Hearty Culture)
· Process orders, forms and applications

· Route calls to appropriate resource

· Follow up customer calls where necessary

· Maintaining attendance of contact centre staff on daily basis.

· Maintaining inventory of department.
Strengths:
· Zest for learning new concepts.

· Quick and grasping, stable and creative thinking capabilities.

· Ability to work equally well independently as well as in a team.
Personal Profile:
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Father's Name:
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Nationality:
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Languages Known:
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Leisure Interests:


Playing Indoor games, Reading Books & Listening Music.
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