 MICHELL
Chennai, Tamil Nadu
Email: michell123@gmail.com

OBJECTIVE
· Aspiring for a challenging job in a Professional Organisation Which Promotes Continuous career and Organisation's Growth.
WORK EXPERIENCE
1.EXECUTIVE - HR 
M/s Sugal & Damani Foundations Pvt. Ltd - Puzhal, Chennai, IN - December 2015 to Present
· Preparation of Monthly Salary/Payslip and disbursement of Salary through Bank.
· Signing of Offer Letter, Appointment Letter, Releiving Letter, Full and Final Statement and etc.
· To keep and maintain of recruitment data, employees personal, and employers official/confidential records.
· To prepare and send the performance appraisal forms to Directors and CEO.
· To drafting the correspondence, sending the internal and external mails.
· To organise the birthday celebrations and all festival celebrations.
2.HR/ADMIN
Any Suitable Sector - Singapore - December 2015 to Present
· Planning implementation and maintaining of records for all activities.
· To report to the Directors of the company and CEO.
· To handle employees grievance and counseling them.
· To develop and implement the company policies without affecting the employee welfare.
· To prepare Monthly Reports.
· To co-ordinate with all internal department heads for Business development activities.
· Company Assets and Vehicle Management.
3.HR EXECUTIVE
M/s Intouch Construction & Infrastructure Pvt. Ltd - Chennai, Tamil Nadu - January 2011 to October 2013
· To maintain attendance & leave records of the employees.
· To organize ID Cards & Access Cards for the new joiners.
· To monitor security, office boys, house keeping & pantry activities.
· Name of the Concern: M/s HCL Technologies Limited
4.CUSTOMER SUPPORT EXECUTIVE
Telecom Billing Process - March 2007 to December 2010
Main Tasks are:
· Tracking
· Hand Key
· E-Invoice
· Quality Analyzing
5.ADMINISTRATION EXECUTIVE
M/s Heavy Lifters of India Pvt. Ltd - December 2005 to March 2007
· Monthly reports in Power Point Presentation
· All kind of Mailing work and Letter correspondence
· Front office work and other all Admin related work
· Answering to the customer queries (All Govt. & Private
· Hospitals & Dental Hospitals). Data Processing
EDUCATION
· M.B.A. Madras University - Chennai, Tamil Nadu
· B.B.A. Madras University - Chennai, Tamil Nadu
· HSC  P.K.G.G. Higher Sec School - Ambattur, Chennai
· SSLC  P K G G Higher Sec School - Ambattur, Chennai
DECLARATION
I am a straightforward person and have an urge to learn new things in life. I have a talent of adapting myself according to the new changes immediately and work towards the growth of the company and career without any stress.
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