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P R O F E S S I O N A L  P R O F I L E
Experienced HR Professional and Graduate in MBA (Human Resource Management), my strengths are “Soft” skill, independent decision-maker, and self-managed learner, have positive attitude towards work, and have good communication & negotiation skills, interpersonal & time management skills, flexible and dependable.

O B J E C T I V E
To obtain a challenging career that demands individual responsibilities and co-operative team effort. To reach the pinnacle of profession, where I can effectively contribute my skills & knowledge through challenging works in a dynamic and progressive organization and contribute to the organization overall goals.

E D U C A T I O N
MBA (Human Resource Management)
JAMES COOK UNIVERSITY, AUSTRALIA (Singapore Campus), May 2012
BBM (Business Management)
BHARTHIAR UNIVERSITY, INDIA, May 2010
PSG COLLEGE OF ARTS AND SCIENCE, INDIA
HSC, Bharathi Vidya Bhavan, Thindal, March 2007
SSLC. Bharathi Vidya Bhavan, March 2005

P R O F E S S I O N A L  E X P E R I E N C E
Karthik Textiles [Manufacturers of hosiery garments and trading of fabrics] (India) Human Resource Adviser
April 2013 – Present
SITO Service Pte Ltd (Singapore) Human Resource Administrative Officer September 2012 – April 2013
(Reason for Leaving: Short-term Contract position)
Applied Movers & Trading Pte Ltd (Singapore) Human Resource Adviser
January 2012 – September 2012
(Reason for Leaving: Short-term Temporary position)
WEEWINN TEX PROCESSORR Private Limited, India
HR Assistant
Mar 2008 – Mar 2010 (as part time, while pursuing Bachelors degree).
Company
: Karthik Textiles [Manufacturers of hosiery garments and trading of fabrics] (India)
Designation : Human Resource Adviser
Duration
: April 2013 – Present
Responsibilities:
 Provide support to Managers in recruitment & selection process and job evaluations
Arranging for advertising of job vacancies, interviewing and selection of staff Maintains the work structure by updating job requirements and job descriptions for
all positions.
Maintaining personnel records and associated human resource information systems and provide support in payroll
· Provide Training and Development supports and feedback to the employees Analyze and modify compensation and benefits policies to establish competitive 
programs and ensure compliance with legal requirements. 
Organise and ensures planning, monitoring, and appraisal of employee work results by training 
managers to coach and discipline employees 
· Negotiate bargaining agreements and help interpret labour contracts. 
Enhance Employee retrenchment policies, health and safety programmes, equal employment opportunity programmes
Analyze statistical data and reports to identify and determine causes of personnel problems and develop recommendations for improvement of organization's personnel policies.
Ensure contracts, insurance requirements, and government regulations and safety standards are followed properly.
Support and direct organizational change management and change initiatives to align with strategies and business plans
Act as an adviser to Management on all human resources and administrative issues. Advise on any other organisation's business activity as and when required.
Administrative and judgment skills
· Knowledge of Lean manufacturing theories and Kaizen 
· Knowledge in interviewing techniques and phone screening 
· Handles the tasks of headhunting, identifying and approaching suitable candidates 
· Presentation skills and interpersonal skills 
· Energetic and cooperative; Ability to motivate others 
· Demonstrated multi-tasking ability, effective organizational skills, problem 
solving, negotiating, and analytical skills
IT SKILLS:
Excellent knowledge in Times Pay 8.0, Easy Pay, MYOB, Peoplesoft, HRIS, Microsoft Word, Excel, PowerPoint, Visio, Outlook, Info-Pay 8.0,
Basics in SAP
Company
: SITO Service Pte Ltd (Singapore)
Designation : Human Resource Administrative Officer
Duration
: September 2012 – April 2013
(Reason for Leaving: Short-term Contract position)
Responsibilities:
· Identify staff vacancies and recruit, interview and select applicants 
· Conversant with Employment Act, CPF Act and IRAS regulations 
· Maintaining payroll records for employees. 
· Applying E PASS, S PASS and work permit for foreigners and also renew the passes. 
· Administer compensation, benefits and performance management systems, and safety & recreation programs. 
· Plan, organize, direct, control or coordinate the personnel, training, or labor relations 
activities of an organization.
· Provide current and prospective employees with information about policies, job duties, working conditions, wages, and opportunities for promotion and employee benefits. 
· Serve as a link between management and employees by handling questions, interpreting and administering contracts and helping resolve work-related problems. 
· Plan, direct, supervise, and coordinate work activities of subordinates and staff relating to employment, compensation, labor relations, and employee relations. 
· Analyze training needs to design employee development, language training and health and safety programs. 
· Investigate and report on industrial accidents for insurance carriers. 
· Develop and/or administer special projects in areas such as pay equity, savings bond 
programs and employee awards.
· Maintaining /Updating Leave Records. 
· Follow up of Confirmation Records, statutory obligations - CPF, Gratuity, Bonus etc. 
· Preparation of Salary Statement; Handling the full and final settlement of the employees 
Company
: Applied Movers & Trading Pte Ltd (Singapore)
Designation : Human Resource Adviser
Duration
: January 2012 – September 2012
(Reason for Leaving: Short-term Temporary position)
Responsibilities:
· Support managers in recruitment and selection strategies 
· Arranging for advertising of job vacancies, interviewing and testing of applicants, and selection of staff 
· Maintain the personnel records and associated human resource information systems data 
· Developed work relationship with managers to ensure consistent hiring processes and application practices. 
· Maintaining the Payroll for the employees 
· Manage and assist in designing and implementing the new HR policies & procedures 
· Proactively analyse organisational issues and risks, work effectively with other members of the management team to implement innovative practical solutions 
· Advising on remuneration issues of the employees including promotion and pay rise 
· Negotiating terms and conditions of the employment with the employees 
· Advising Management on all human resources, administrative issues 
· Support in Organization culture development, team leadership, team development and management, talent retention, performance management, employee relations, succession planning, incentives and compensation. 
· Applying E PASS, S PASS and work permit for foreigners and also renew the passes with Ministry of Manpower, Singapore 
· Establish and maintain trust relationship across the HR community and legislation. 
Company
: WEEWINN TEX PROCESSORR Private Limited, India
Designation : HR Assistant
Duration
: Mar 2008 – Mar 2010 (as part time, while pursuing Bachelors degree).
Responsibilities:
· Sourcing suitable candidates via networking, advertising and referrals 
· Interviewing candidates on a general basis and for specific roles 
· Managing the job offer process and negotiating salary packages 
· Maintaining market and commercial awareness through research and networking 
· Working as part of a team to maximize the organizational commercial performance 
· Developing and managing ongoing client relationships - both on the phone, face-face 
· Providing market knowledge and advice to employers 
· Organising and attending regular client entertainment events including sporting events, seminars 
· Providing Training and Development supports and feedback to the employees 
· Advising on pay and other remuneration issues, including promotion, compensation and benefits 

P R O F E S S I O N A L  Q U A L I T I E S
· Extremely bright academic records with absolute performance consistency. 
· Highly organized thought process and well structured problem dealing attitude with an edge of innovativeness. 
· Profound managerial qualities and skills to handle multiple teams simultaneously. 
· Ability to handle both, the internal activities of an organization as well as the external dealings with customers, vendors, government bodies, etc. 
· Excellent command over spoken & written English, Tamil, German - (B1 Level) 
languages
CERTIFICATION
· Attained the Certificate of Employment Intermediaries (Basic) with EFMA on 23rd August, 2013 from NTUC Learninghub Pte Ltd – A Ministry of Manpower 
Approved, Singapore 
· Certificate in German language - B1-Advanced Level 1, from GOETHE-INSTITUT MAX MUELLER BHAVAN CHENNAI, GERMAN Cultural Centre, April 2014 
