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Career Summary    
MBA graduate with more than 2 years of Experience in the field of Human Resource Management. Experienced in man power planning, recruitment, developing performance management system, developing employee welfare programs, identifying training needs and conducting trainings, employee grievance handling, developing and implementing disciplinary policies, final settlement of employees. 

Areas of Interest – HR and Marketing.
Professional Experience
Kelachandra Pipe Fittings

HR Officer


February 2013 to December 2014

Job Profile:
· Recruiting staff - this includes developing job descriptions and person specifications, preparing job adverts, checking application forms, short listing, interviewing and selecting candidates.
· Responsible for complete joining and orientation formalities of new employees.
· Organize staff training sessions, workshops and activities.
· Assisting line managers to understand and implement policies and procedures.
· Monitor daily attendance using biometric punching system
· Administering payroll and maintaining employee records.
· Dealing with grievances and implementing disciplinary procedures.
· Monitor scheduled absences such as holidays or travel and coordinate actions to ensure the staff absence has been adequately covered off to ensure continuity of services.
· Maintains management guidelines by preparing, updating, and recommending human resource policies and procedures
Alligoric Management Solutions 

 HR Executive

 August 2012 to January 2013

 Job Profile
· Coordinate staff recruitment and selection process in order to ensure a timely organized and comprehensive procedure is used to hire staff.
· Prepare notices and advertisements for vacant staff positions.
· Ensuring joining of the candidates on time.
· Responsible for complete joining and orientation formalities of new employees. 

· Maintaining daily activity report.
· Assist in General Administration works - ordering stationery as per requirement.

· Preparation of MIS Reports.

· Maintained database and personal files. 
Qualifications
MBA in HR & Marketing Management
Dr. GRD Academy of Management, Bharathiar University - Coimbatore, India

Bachelor in Science – Physics
Baselius College, Mahatma Gandhi University - Kottayam, India

Awards & Recognitions
· Won First place in the Business plan competition conducted at GRD ACADEMY OF MANEGEMENT

· Participated in Quiz competition during Student Management Day conducted by COIMBATORE MANAGEMENT ASSOCIATION 

· Won the third place in the SASTRA (HR) event conducted in the Inter Collegiate management meet UTKRISHTHATVA’12 organized by Karpagam college. 

· Won first place in adventure camp titled THE CHAMPIONS conducted by master stroke in Ooty.

· Won the title of “Mr.Masterstoke” in adventure camp conducted by masterstroke in Bangalore. 

Skill Sets

· Ability to handle a team

· Punctuality 

· Problem solving 

· Self confidence

· Decision making 

· Innovative, Proactive & Dependable

IT Skills
· MS Office Packages
· SPSS 
· Tally ERP 9.0

· Internet & e-mail


Personal Details
Nationality


: Indian

Date of Birth


: 6th March 1989

Marital Status

: Single
Languages


: English, Hindi, Malayalam, Tamil
Declaration :

I hereby declare that the above information given by me is true to the best of my knowledge and belief.
[image: image1.png]


[image: image2.wmf]
                                                                     Page 3 of 3

