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ABOUT ME 

 
Well-organized Human Resources 

professional bringing 6+ years of 

superior performance in fast- 

paced HR environments and 

Administration.  Communicative 

and decisive with focus on 

Improving  and retaining 

efficiency in HR administration, 

and recruiting. Solid background 

in assessing, training and inspiring 

new employee personnel with skill 

in records management.  

 
 

 
LANGUAGES 

 
MALAYALAM 

ENGLISH 

HINDI 

 
 
 

TAMIL 
 

 

 
WORK EXPERIENCE 

 
SYMBIOSIS HOME 

HEALTH CARE 

DUBAI, UAE 

July 2021 - Present 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
BRILLIANT 

MINDS 

CENTER 

AJMAN,UAE 

Sep 2019- Jul 2021 

 
 

 
HR ADMINISTRATION & ACCOUNTS 

 
• Preparing and providing all of the following letters and 

certificates and general office letters and memos. 

• Coordinates with Payroll, Compensation and Benefits, 

• Preparing job descriptions, advertising vacant positions, and 
managing the employment process 

• Carry day-to-day tasks such as time and attendance, leave 

management. 

• Keep all proper records in Tally 

• Manage and record employee absence, leave and sickness 

in accordance with policies in order to maintain the time 

discipline within the organization. 

• Liaise wit Manager in preparing offer letter prior to joining 

date Coordinating with new employee and management for 

required medical to complete visa processing and joining 

formalities 

• Recording transactions, payments and expenses and 

processing invoices. 
• Assist with PRO for visa processing of employees 

• Arrange staff for external and internal trainings 

• Monitoring employee performance 

• Involved in Training Needs Analysis, Coordinate on 

Orientation programs. Explain HR policies and procedures to all 

employees. 

 
ACCOUNTS AND ADMINISTRATION ASSISTANT 

• Be actively involved in recruitment by preparing job 

descriptions, posting ads and managing the hiring process. 

• Review employment and working conditions to ensure legal 

compliance. 

• Assist in payroll preparation by providing relevant data 

(absences, bonus, leaves, etc.) 

• Communicate with public services when necessary. 

• Coordinate communication with candidates and schedule 

interviews 

• Conduct initial orientation to newly hired employee 

 
 

QUALIXA 

INTERNATIONAL 

THRISSUR, KERALA 

Jul 2012 - May 2017 

 
ADMINISTRATION ASSISTANT 

 
o Assist with day to day operations of the HR functions 

andduties 

o Provide clerical and administrative support to Human 

Resourcesexecutives 

o Compile and update employee records (hard and soft 

copies)Process documentation and prepare reports 

relating to personnel activities (staffing, recruitment, 

training, grievances, performance evaluations etc) 

o Coordinate HR projects (meetings, training, surveys 
etc) andtake minutes 

mailto:rajielavanatte@gmail.com


 

 Deal with employee requests regarding human resources 

issues, rules, and regulations 

 Assist in payroll preparation by providing relevant data 

(absences, bonus, leaves, etc) 

 Communicate with public services when necessary 

Properly handle complaints and grievance 

procedures Coordinate communication with 

candidates and schedule interviews 

 Conduct initial orientation to newly hired employees 

Assist our recruiters to source candidates and 

update our database 

 
 

EDUCATION 
 

SSM SCHOOL OF 

MANAGEMENT 

CHENNAI,INDIA 

2012 

MBA 

Specialized in Human Resource Management and Marketing 

 

UEIT THRISSUR 

THRISSUR,INDIA 

2009 

BBA 

Bachelor of Business Administration, Relevant knowledge 

inBusiness Administration and Basic knowledge in 

accounts 

 
 

 

 

SKILLS 

 
COORDINATING TRAINING TIME MANAGEMENT SKILLS 

 

REPORT WRITING REVIEWING RECORDS 

 

EVENT SEQUENCING PROBLEM RESOLUTION 

 
RELATIONSHIP DEVELOPMENT COMMUNICATIONS 

 
TEAM BUILDING CUSTOMER SERVICE 

 

RESULTS-ORIENTED QUICK LEARNER 

 
EXPERT 

 
 

 
HOBBIES 

 
READING, GARDENING 
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