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	EXECUTIVE SUMMARY

To obtain a position in management where i can utilize my skills and energy to learn, motivate and lead which in turn would help me utilize the skills to enhance the profitability of the organization. Displayed ability to work independently or within a team, multitask on several assignments, and meet strict deadlines while keeping composure. Hardworking and dedicated team player with excellent communication, coordination, problem solving, organizational and time management.

	

	AREAS OF EXPERTISE
· Human Resource Management
· HR Operations
· Personnel Management
· Event Management

· Training and Development
· Negotiation
· Industrial Relations
· Identity Customer Needs

· Team Leadership

· Administration


	CAREER SNAPSHOT
SENIOR ASSOCIATE                                                                                                            Nov 2011 – Till Date
Aparajitha Corporate Services Ltd,Cochin, Kerala, India

	

	HR CUM ADMINISTRATION
	Oct 2008 – Aug 2010

	Crescent Cements , Palakad, Kerala,India


	AUDIT ASSISTANT
	April 2007 - Sep 2008

	M/S Govindarajan Chartered Accountant, Thrissur, Kerala,India


	PROVEN JOB ROLE
Human Resource – Aparajitha Corporate Services Ltd,Cochin, Kerala

Aparajitha is a leading end to end HR Solutions Company with a focus on Compliance Audit, Establishment Compliance Management, Factory Compliance Management, Contract Labour Regulation, Flexi Staffing, Payroll Services, and Payroll Compliance Services to Client Organizations. Aparajitha have made national presence which covers 30 states and distinguished list of clients across all segments. Clients from across industries include both Indian companies and multinationals in various stages of evolution, from start-ups to large established institutions.
Human Resource Management

· Coordinating in smooth implementation of HR policies.

· Formulate and maintain HR related policy, Exit policy and Company secrecy policy. 

· Organising need based training programs employees at all levels in co-ordination with department heads in the respective departments. 

· Preparing MIS reports with a view to apprise management of the HR functions and assist in their decision-making process.

· Induction, Counselling and motivation. 

· Leave management / record keeping. 

· Manpower planning and database management.
· Induction and Joining formalities for all the new hires and joiners.

· Prepare monthly reports as assigned. 
Payroll / Compensation

· Maintaining personnel files, issuing appointment letters / offer letters / increment letters / promotion letters to employees and ensuring implementation of personnel policies.

· Physical verification of attendance and overtime. 
· Generate daily attendance and compile monthly data for payroll.

· Handling payroll-processing function involving computation of salaries, generation of salary slips and filing of various statutory returns.

· Salary & pay slip preparation & distribution.

· Leave management / record keeping. 
· Prepare and update leave state, yearly increment, salary adjustment and individual salary statement.

· Managing the administration of performance management programme, including periodic performance reviews and appraisals for all staff members.

Legal Matters / Statutory Compliance

· Appearing before Labour Office & regulatory authorities for resolving critical issues / disputes and ensures compliance with statutory obligations.

· Labour laws expertise.
· Handle workforce issues.

· Registration & licence under Contract Labour Act.
· Ensuring payment of minimum wages to contract labourers under Payment of Wages Act.
· Maintaining records, registers, forms & notices - Various Acts.
Industrial Relations

· Ensuring prompt resolution of employee grievances to maintain cordial management-employee relations and achieve dedication by the workers.

· Negotiating and amicably settling disputes with the Union and maintaining discipline & harmonious working environment across all employee levels.

· Liaising with Government Labour Officer, ESIC Inspector, Provident Fund Inspector, etc.
General Administration / Labour Welfare

· Ensuring congenial work environment and basic amenities in the work premises.

·  Implementing staff welfare policies with key focus on enhancing employee motivation. 

· Ensure overall discipline.

 Human Resource – Crescent Cements, Palakad, Kerala.
Crescent Cements Limited is a public limited company fully owned by the Government of Kerala. It is the only major company in Kerala which is manufacturing both ordinary Portland cement and Portland Pozzolana Cement.
· Responsible for Time office management.

· Grievances handing.

· Maintaining daily MIS and all Personnel records.

· Maintaining Leaves.

· Maintaining Salary & Wages Administration.

· Monitoring time office function (attendance & leave) Updating Personnel files & records.

· Attendance Management.

· Conducting Induction & Orientation program for new employees.

· Joining & resigning formalities.

· Conducting Training for Products.

· Recruiting of workmen as per the selection procedure specified [such as site requirement as confirmed by management, background clearance, skills test & confirmation], Ensuring that overtime work and its payment are in accordance with the statutory requirement, Implementing all rules, procedures, directives etc. 


	Auditing – M/S Govindarajan Chartered Accountant, Thrissur, Kerala.
M/S Govindarajan Chartered Accountant is established in kodungallur, thrissur and has built a significant presence with a approach to clients complex business challenges rendering full range of services including financial and business advisory, tax and other regulatory matters and risk audit.

· Vouching of books like purchase book, cash book, etc.

· Preparation of Trail Balance.
· Reconciliation of Bank Statement.

· Filling of Income Tax Returns for various Clients.

· Ensured financial records are maintained in compliance with accepted policies and procedures.



	ACADEMIC PROJECTS AND TRAINING

A Study On Risk Perception & Portfolio Management Of Investors In Aviva Life Insurance

Aviva is UK's largest and world's fifth largest insurance group. Aviva has a joint venture with Dabur, one of India's oldest, and largest Group of companies. In accordance with the government 
regulations Aviva holds a 26 per cent stake in the joint venture   and   the   Dabur   group   holds   the   balance   74   per   cent share.
OBJECTIVES AND RESPONSIBILITIES:

· To find out the risk perception and portfolio management of investors in Aviva Life Insurance.

· To find out the risk perception of investors in Aviva Life Insurance Limited.

· To know about the customers knowledge and experience in investing
An Organisational Study At Acc Cements Ltd., Coimbatore

ACC Ltd (The Associated Cement Companies Limited) is India's foremost manufacturer of cement and concrete. ACC's operations are spread throughout the country with 16 modern cement factories, more than 40 Ready mix concrete plants, 20 sales offices, and several zone offices.
OBJECTIVES AND RESPONSIBILITIES:

· The training gave me a good exposure about how a cement factory is functioning.

· They also helped me to understand the various departmental activities in a very short span of time.

· To get practical exposure in a large professionally managed company. 

	

	QUALIFICATIONS
	

	

	Master’s Degree in Business Administration (Finance & Marketing)

Sree Narayana Guru Institute of Management Studies, Coimbatore, Anna University, India
	2012

	
	

	Bachelor’s Degree in Commerce  (Income Tax)
Calicut University, India 

	2005


	PROFESSIONAL DEVELOPMENT
· Conducted Marketing Surveys.

· Participated in Management Meets conducted at various colleges in Tamil Nadu and Kerala.
· Attended Seminars on: Stock Exchange, Tax Planning, Accounting & Auditing Standards, Personality Development.

· Presented Papers on various Contemporary Topics.
ACHIEVEMENTS
· Awarded with Certificate of Excellence “Outstanding Co-Ordination & Leadership Qualities”.

· Won the Over All Championship for PRABHODANA-Out Bound Development Programme.
· Performed assigned workload with indefinable enthusiasm, commitment, honesty and dedication and drove towards contributing to continued business growth.  
· Recognized by peers and superiors.
· Student coordinator, Training and Placement cell.

· Student Representative, Organizers “Tejomaya”, South Indian Management Meet.
STRENGTHS
· Team Building Skills

· Leadership Skills

· Strong Inter Personal Skills

· Excellent analytical & keen eye for details

· Performs efficiently under work pressure
· Quick Learner with “Can Do” Attitude

IT SKILLS
· Compulsory Computer Training under ICAI, New Delhi.

· Proficient customized Accounting Software: TALLY.

· Adept in MS Suite (Excel, Word & PowerPoint), Internet and Email Applications.




	PERSONAL DETAILS
Nationality

:

Indian

Date of Birth

: 

14th  September 1983

Marital Status

: 

Single

Nationality

:

Indian

Languages

Address

:

:

English, Malayalam & Tamil

Sharjah
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