ARUNA SELVI G								Mobile: 9842983032
Email: arunasara283@gmail.com

Professional Objective
		To seek a respectable position in your esteemed organization where I can enhance my skills and discharge my duties to the entire satisfaction of my Superiors.

Educational Qualification 
· Bachelor of Commerce (2010- 2013)
Sri S.R.N.M College, Sattur.
Kamaraj University, Madurai

· MBA HRM  (2017-2019)
             Bharathiar University, Coimbatore
· MBA (Hospital Administration) – Pursuing
Alagappa University, Karaikudi.
Technical Knowledge
· MS Office
· Tally
· Completing  NABH (CPQIH- Basic) course 
Experience
· Worked as a Consultant in Emmar Auto Consulting, Coimbatore from to December 2014-August 2016. 
· Worked as an Office & HR Executive in KGiSL Educational Institutions, Coimbatore from December 2016 to March 2022.
· Worked as Dean Secretary and HR Executive in Kalasalingam Medical College and Hospital from April 2022 to December 2023.
· Working as an Admin Associate in Dr.N.G.P Arts and Science College, Coimbatore since April 2024.
Responsibilities as anOffice Executive
· Handling Admissions enquiries.
· Maintaining student’s certificates and Database. 
· Coordinating the University Exam duties and College functions. 
· Providing accurate administration of all paperwork generated at Office level.
· Communicate clearly with work colleagues using emails etc.
· Handle petty cash, floats and expenses.
· Performed to issuing the identity cards for Staffs and students.
Responsibilities as a HR Executive
· Participating in recruitment efforts
· Posting job ads and organizing resumes and job applications
· Scheduling job interviews and assisting in interview process
· Preparing new employee files
· Handling AICTE Work and Anna University Work during the Inspection 
· Orienting new employees to the organization (setting up a designated log-in, workstation, email address, etc.)
· Maintaining current HR files and databases
· Updating and maintaining employee benefits, employment status, and similar records
· Maintaining records related to grievances, performance reviews, and disciplinary actions
· Performing file audits to ensure that all required employee documentation is collected and maintained
· Performing payroll/benefit-related reconciliations
· Completing termination paperwork and assisting with exist interviews
· Staff Appraisal and Increment Process
· Maintaining and regularly updating master database (attendance, personal file and database) of each employee
· Preparing and submitting all relevant HR letters/documents/certificates as per the requirement of employees in consultation with the management.
· ERP in charge




Responsibilities as a Dean Secretary

· Handling all recruitment and joining process 
· NMC(MCI) cell in charge
· Maintaining diaries and Dean’s email, arranging appointments and meetings
· Preparing relevant documents and handling NMC (MCI)& NABH inspection 
· Managing Various Administrative tasks.
· Preparing necessary documents for various types of licenses (eg: Clinical establishment act, Pharmacy License, Narcotic License, Blood Bank License, MTP License).
· Responsible for closing day to day Attendance for Employees.
· Preparing and submitting all relevant HR letters/documents/certificates as per the requirement of employees in consultation with the management.
· Managing and maintaining database.
· Directly involving and handling salary issues.
· Preparation of payroll by providing relevant data
· Maintaining accurate and up-to-date human resource files, records and Documentation
· Preparing Doctors and other supporting departments duty roster
· Handling Employees queries


Reference

1. Dr.A.Savior Selva Suresh.,MD.,
Dean, Kalasalingam Medical College and Hospital
Krishnankoil, Virudhunagar- 626 126
Mobile- 9840742576

2. Mr.N.J.Murali Mohan
Registrar, Saveetha Amaravathi University, Andhra Pradesh
Former Deputy Registrar, Bharathiar University, Coimbatore
Mobile- 9363333434

Personal Profiles
	Date of Birth &Age    : 30.06.1993&31
	Marital Status		: Married
	Husband’s Name    	: Bangarusamy R
	Language Known        : Tamil, English &Telugu
Permanent Address   : 2/1A, Malar Avenue,
Cheran Maanagar,Vilankurichi(Post),
Coimbatore-641 035.
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