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Personal Data

Date of Birth   : 17/09/1984
Sex                  : Female

Nationality      : Indian

Marital Status: Married
Visa Status: Visit Visa     
Languages Known

English 

       ( Read , Write & Speak

Hindi

       ( Read , Write 

Malayalam

       ( Read , Write & Speak

Tamil 
       ( Speak
	Work Experience

Organization: Muthoot Fincorp Ltd

               Job Title: Regional HR

Period: Oct 2011-Oct 2014
Organization: Worth Trust 

               Job Title: HR  Associate  

Period: Sep 2008 – Sep 2011
 
· MBA with specialization in HR and Marketing from ICFAI 

 About myself 

 “To be successful one needs nothing, but attitude”. A self-starter with real thirst for knowledge, possessing good presentation and communication skills. An excellent Team member with undisputed leadership qualities and a real gift of fast and easy learning.  

 Objective
To attain a respectable position in a fast growing and reputed organization and to become an invaluable asset to the same and also to be a standing example for all, in areas of learning, growth and everything else possible.

Professional Out line
· A competent and results-oriented professional with proven success of over Six years of qualitative experience in HR, Administration and Accounting field. 
· Dynamic and ambitious Professional with comprehensive multi-functional experience in overall General Administration, Recruitment, Payroll Management, Accounting Operations and Cash Management 

· Efficient Team Leader, combining sound communication, interpersonal and problem solving skills with analytical capability to attain overall operational efficiency.

 


Work Credentials

MUTHOOT PAPPACHAN GROUP

Period

: Oct 2011 to Oct 2014
Position

: Regional HR

Client / Consultant
: Muthoot Fincorp Ltd.

Brief Description of Responsibilities held:

· Manpower Planning and Management of Vacancies

· Leading Recruitment team including Sourcing of Candidates, Management of CVs received from own portal (careers@muthoot.com), Advertising vacancies in job portals (free job sites) etc

· Conducting Interviews for various designations ranging from Area Manager, Branch Manager to Clerical staff.

· Arranging documentation, scrutinizing the application and compare with job specifications and filtering the candidates.

· Reference Check- Proper co-ordination with other departments such as Operation, Audit, and Vigilance etc.

· Salary fixation according to city classification and performance of the branch.

· Appointment order - Issuing Offer letter for Middle/Senior level. Staff joining intimation to branches and AM

· Payroll - Coordinating the salary account opening at branches, updating leave details.

· Performance Appraisal- Conducting performance analysis to Branch staffs, Area Managers, Sr Area Managers, Regional Manager, HO/RO & HODs. Executive Development program which includes conducting On The Job Test(OJT).

· Arranging transfer and deputation in various branches for the smooth functioning of branch through proper feedback from concerned Area Development managers (ADM) and Territory Managers (TM).
· Grievance Hearing-Staff Welfare and Handling of Requests/Complaints/Grievances. My Voice - examination/coordination of resolving issues received through My Voice
· Issuing of various certificates such as, Salary, Experience, and Relieving etc by the instruction from superiors.
· Preside at weekly review, monthly and other progress meetings held at the office and training hall.

· Separation -Clearance of original certificate of Ex-employees, Arranging No Objection Certificate, and Full & Final Settlement for resigned employees.

· Arranging Experience Certificate & Relieving Order.

   Worth Trust:  Duration: Sept 2008- Sept 2011
   Designation:  HR Associate 
   Job Profile:
· Demonstrated excellence in executing general administration & housekeeping activities in the organization.
· Accountable for overall forecasting, budgeting, procurement, distribution and consumption of resources

· Over entire facility management process

· Downloading the bank data on daily /weekly basis and reconcile the books 

· Perform Daily Accounting Transaction & Verification.

· Statutory working on VAT Issuing C-Certificates.

· Accountable for upkeep the pay roll and leave cards 

· Submission of PF/ESI form to the government on deadlines.

· Responsible in gathering various reports such as attendance reports, leave form reports, supervisor reports, taking care of dispatch records and other various department reports and accommodating into a single report and presenting to the management on weekly/monthly basis and maintaining the reports in tracker for future records.

· Responsible in blocking the conference halls for conducting and arranging functions and team outings on weekend and responsible in payable of bills and invoices.

· Acting as single point of contact between the head office and our branch offices with reference to anything pertaining to admin and HR activities or share any information regarding the policies.

Academic Credentials
· Masters in Business Administration (MBA)- Specialization in Human Resource and Marketing

· Currently Pursuing Masters in Psychology 


· Graduation in Mathematics





	Activities & Interests


Leading, Organizing, Motivating, Reading, Travelling, and Music 

	Declaration




             I hereby declare that the above information is true to the best of my knowledge and                                                                shall be held responsible for the correctness of the above-mentioned particulars.  
Education

















