

ARUL GNANA HENRY TITUS. J                          				  
House No.2, Lakshmi Garden, Allikulam,   
Annur-641653, Coimbatore.
E-mail: henry.titus@gmail.com		
Mobile: 9443460305
                        
               PROFILE OVERVIEW
Experience in performing general office procedures, where in depth knowledge of Administration, office management, principles and considerable experience in Marketing were obtained. Effectively managed office operations, utilizing the following skill sets:
· Computer Proficiency: In depth knowledge of Microsoft Office software. Ability to learn new software applications.
· Communicate effectively with staff– Effective verbal / written communication skills.
· Attention to detail, planning, organizing and time management skills.
· Service orientation.
· Reliability.

JOB PROFILE: 

Office Administrator, Chandramari International School, Kalapatti. 
From 01 November 2023 to April 2024.
	Main responsibility is to manage the daily routine of 
· Transport,
· Housekeeping,
· General Maintenance and
· Security Management.

JOB EXPERIENCE: 5
Campus Admin, Nyruthi Educational Institutions Kariyampalayam campus, Coimbatore. 
From 03 June 2022 to October 2023.
· Creation and implementation of on-campus security systems
· Promotion of College programs via direct marketing initiatives
· Explaining policies to staff, students, parents, and faculty
· Making use of social media to market College programs
· Making sure that all policies that are created adhere to College mission and guidelines
· Purchase and Campus maintenance. Main responsibility for
· Transport,
· Housekeeping,
· General Maintenance and
· Security Management.

JOB EXPERIENCE: 4

HR-Manager in PARK College of Engineering and Technology, Kaniyur, Coimbatore. 
From March 2nd 2020 to 07.07.2021.

Handling complete Employee Life Cycle:

Starting from Sourcing, Interviewing, Selecting, Documentation, Salary breakup, Offer letter, on boarding, HR Policy, Attendance management, Performance standard, Salary process, Exit Interview and Final settlement.  In addition,

· Transport,
· Housekeeping,
· General Maintenance and
· Security Management.

· Responsible for end-to-end recruitment life cycle from requirement gathering up to candidate joining.
· Sourcing resumes from job portals, candidate references, social network websites and databases.
· Screening resumes based on the job requirements to match the experience, skills, roles and responsibilities.
· Screening candidates through preliminary telephonic interviews.
· Booking the slots of interview as per availability of candidates with HoD and Principal for requirement gathering, scheduling interviews, interview feedbacks and follow up for offer process.

JOB EXPERIENCE: 3

Administrative Assistant in VETHATHIRI MAHARISHI INSTITUTE for SPIRITUAL and INTUITIONAL EDUCATION, Temple of Consciousness, Arutperumjothinagar, Aliyar, Pollachi. From October 2009 to 25.02.2020.
      
	
· Coordination with Universities like Bharathidasan University, Manonmaniam Sundarnar University, Mother Teresa University, and Madurai Kamaraj University to conduct P.G., U.G. Degrees, Diploma and Certificate in (Yoga for Human Excellence) courses.

· Universities Admissions, Personal Contact Programmes, Examination, Certificates distribution, Examination claim and student’s grievance redressal and all back Office works related to the mentioned Universities.

· Preparing proposals for new tie-ups with Universities to start (Yoga for Human Excellence) Courses.

· Care taker for Chief guests and University representatives, who are visit our Institution - VISION Academy (Temple of Consciousness) at Aliyar, Pollachi.

· Coordination with Zonal Executive Officers (VISION) to increase the students admission strength in their respective zones (VISION study centres) and responsible for all enquiries from the study centre.

· Reconciliation of admission fees, Examination fees, Claim amount and etc. with VISION account section and the respective Universities.

· Gathering payroll inputs. 

· Calculation of gross salary, statutory as well as non-statutory deductions, and arriving at the net pay.

· Releasing employee salary.

· Depositing dues like Salary, TDS, PF, etc. with appropriate authorities and filing returns.


JOB EXPERIENCE: 2
Team leader in KOTAK MAHINDRA BANK Ltd -Personal loans section at Coimbatore. From February 2006 to September 2009.

· Handled a team of 5 members to Market personal loans.

JOB EXPERIENCE: 1
Sales Executive in ICICI BANK Ltd- Personal loans section at Coimbatore.  From June 2004 to January 2006.

· Personal Loan sales.

EDUCATIONAL QUALIFICATION:

	Course / Certificate Name
	Institution / Mode
	Board / University
	Year of passing

	Master of Human Resource Management
	Distance Education Mode
	Bharathidasan University
	May-2014

	Master of Arts (Yoga for Human Excellence)
	Centre Education Mode
	Bharathiar
University
	April-2013

	           B.Sc.
(Computer Science)
	V.L.B. Janakiammal College of Arts and Science, Coimbatore. - Regular
	Bharathiar
University
	

April-2004


	Higher Secondary Leaving Certificate
	Government  higher
Secondary school, Valparai.
	State Board
	September-2000

	Secondary School Leaving Certificate
	Government  higher
Secondary school, Valparai.
	
State Board

	April-1998



PERSONAL DETAILS: 
	Name
	J. Arul Gnana Henry  Titus

	Fathers Name
	G. Jesudass

	Mothers Name
	S. Justinal

	Sex
	Male

	Date of birth
	02-05-1982

	Marital status
	Married

	Religion
	R.C.Christian

	Community
	Nadar

	Mother Tongue
	Tamil

	Languages Known
	English and Tamil 



PERSONAL INTERESTS: 

· Driving 4 and 6 wheelers (Having Heavy Transport License). 
· Practicing Yoga (Studied M.A.YHE).
· Playing Basket Ball (Having Inter-College Certificate)

DECLARATION:

I hereby declare that the above written particulars are true to the best of my knowledge and belief.
						                  Yours faithfully


						ARUL GNANA HENRY TITUS. J
Place: Coimbatore
Date : 11.05.2024
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