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DHANYA AJAYAKUMAR    
 Email: -dhanyab03@gmail.com
  Mobile:  +971 557838072 

                               Objective To strongly contribute my skills and abilities To the success of the organization as well as my career, through a concept of learning from experiences and adding value to the organization. To excel in the work assigned to me with perfection and precision.


Academic Details

Master of Business Administration (2012-2014)
Major Specialization Human Resource Management
Minor Specialization Financial Management
Presidency College of Management and Technology, Charummood ,Alappuzha .


Bachelor Of Computer science (2009-2012)
  Amrita School of Engineering,Amritapuri campus ,kollam.

	EXAM / DEGREE
	YEAR
	NAME OF INSTITUTE
	UNIVERSITY  / BOARD

	
MBA
	
2012-2014 
	
Presidency College of Management and Technology, Charummood, India
	
M.G University

	
Bachelor of Computer science
	
2009-2012
	

Amrita School of Engineering ,Amritapuri campus ,kollam.


	
Amrita University

	
xII
	
2006-2008
	
Pope Pius xI H S S
	
Kerala

	X
	
2006
	
 Pope Pius xI H S S
	
Kerala


                                         
· Language

· English, Hindi, Malayalam

· Core Competencies
                            Positive Attitude
                             Sincerity
                Interpersonal skills
                Good communication skills
                Good presentation skills
                Dedication to work
                Ability to work individually and as a team.
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Designation			HR Administrative 

KEY SKILLS

The ability to effectively prioritize tasks and manage a full support team
Good team player with excellent organization and motivation skills
Ability to perform consistently under pressure and in a varied environment
Ability to adapt quickly to ideas, methods and environments

DUTIES AND RESPONSIBILITIES

· Management of HR/Administrative works.
· Compose general and business correspondence required for the day-to-day functioning.
· Responsible to monitor with annual leave, sick leave and absence.
· Responsible to monitor with important Memos, emails, Scanning of documents and keep secrecy and confidentiality of the same.
· Communication with entire work force.
· Responsible for the purchase of office stationeries and other supplies.
· Prepare various kind of reports (monthly and weekly) and distribute to the concerned department and follow-up if any action required. Keep secrecy and confidentiality of the reports and documents. 
· Screening of all incoming emails and distribute to the concerned departments and follow-up with them for proper response.
· Preparation of various kind of spread sheets and forms.

· Academic Project

  15 Days Organizational study (MBA): -

Topic ; An Organizational study at   LIFE LINE SUPERSPECIALITY HOSPITAL, ADOOR,   Alappuzha.

Details ;  provide details regarding the various departments of the firm and also helps to familiarize with its different functions


  One month Project work (MBA): -

Topic; A project report on LEADERSHIP STYLE at K4 EXTRUSIONS INDIA PVT LTD Limited  Alappuzha.

   Details; purpose of presenting  the leadership quality of the employees working at the organization.


· Additional Information

· Industrial visit at Hindustan news print limited Kottayam. (21-12-2012)
· Kannan Devan Tea Plant –Munnar ( 09-11-2013)


· Academic Seminar

· Attended NATIONAL SEMINAR “THINK BIG” A path way to corporate leadership (12-12-2012
· Achievements

· As coordinator in College Art Campaign (Crime against women)
· As coordinator in Lekshya Job Meet



· Hobbies
         
·  Listening Music, Likes to Travel, drawing, dancing, singing.

Personal Details

Date of Birth		:	23/06/1990
Gender		:	Female
Nationality		:	Indian
Telephone (Mob)		:	971-55-7838072 & 971-527126449
Email		:	dhanyab03@gmail.com
Visa Status		:	Husband Visa 
Marital Status		:	Married
Languages		:	English, Hindi & Malayalam
Availability		:	Immediate 
  
                                                     Declaration




I hereby certify that the particulars provided above are true to the best of my knowledge.

Yours sincerely



Place: Sharjah                                                                                  DHANYA AJAYAKUMAR
Date: 
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