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· PERSONAL PARTICULARS

Date of Birth




:
4th January 1983
Present Employer



:
Sesame Technologies Pvt. Ltd. 
Linguistic Abilities



:
English, Hindi, Malayalam, Tamil
Hobbies  




:
Sports 


· CAREER OBJECTIVE

I am looking to expand my professional HR Career in an environment dedicated to success where my proven skills and experience will lead to enhanced opportunities and advancements and keen to build on my achievements and take on a management position, keen to find a challenging position in a progressive multinational company where I can offer a combination of practical experience and up-to-date knowledge. My specialties and interests include Recruitment & Selection, Training, Organization & Business Development, and Performance Management & Review.
· KEY STRENGTHS AND MANAGERIAL EXPERIENCE

· Human Resource Management (Controlling/organizing/ coordinating etc.) for team.

· Monitoring of movements of personnel, assessment of performance of subordinates.

· Data collection, Analysis and preparation of reports for strategic planning.

· Ensuring smooth activities and operation related functions.

· Executing cost saving and energy saving measures.

· Planning/Execution of orders regarding utilization of man and material and customer relationship.

· Proficient in grievance handling, disciplinary action & maintenance of harmonious employee relation.
· Event Management and liaison with civil authorities.

· Maintain professional relationships with all channels of recruitment, training and development.

· Managing the time office- Attendance & Leave Management, Salary.
· EDUCATIONAL QUALIFICATIONS

	Course
	Board /
	Institution
	Year of passing
	Percentage

	
	University
	
	
	

	MBA in 

Human Resource Management
	Annamalai University
	University Center, Calicut
	2011
	60

	BSc(Information Technology)
	University of Calicut 
	MCA Centre, Vatakara
	2006
	65

	    XII
	Central Board of Secondary Education
	Kendriya Vidyalaya Keltron Nagar, Dharmasala, Kannur 
	2002
	58

	      X
	Central Board of Secondary Education 
	Chinmaya Vidyalaya, Taliparamba
	1999
	65


· CURRENT EMPLOYER

Working for “ Sesame Technologies Pvt. Ltd., a completely owned subsidiary of “Sesame Software Solutions Pvt. Ltd.” an ISO 9001:2008 Software company as Assistant Manager – HR) since 16th August 2010.

Present Responsibilities & Authorities are as follows:-

· Recruitment, Induction, Employee On-boarding, Training, Appraisals & Confirmations.

· Guide the team/colleagues to achieve the smooth working atmosphere.

· Overall maintenance of employee records like attendance, leave, warning intimations.
· Resource Planning and recruitment.
· Preparation of JD and issuing offer letters.
· Co-ordinate & follow up of short listing of candidates.

· Organize all activities for selection of employees.

· Preparation and scrutiny of daily work.

· Action commercial decisions affecting P&L.
· Govt. Liasoning involving PF office and ESI office visits and Insurance renewals of employees
· PREVIOUS EMPLOYER

(A) Fragomen Immigration Services Private Limited as Sr. Executive Immigration (Administration (28/10/2008 – 31/07/2010): 
· Experience of 20 months (October 2008 to August 2010) in HR Immigration including team handling and service delivery. 

· Job duties include corporate client facing and client interactions with large clients such as Accenture, Patni, HP, IBM dealing with L1 and H1B visa processing. 

· Managing daily and weekly case flow to Partner offices and weekly call with attorneys on RFE’s escalations etc. 

· Conducting training for team members on latest updations from USCIS and also planning and implementing process improvements to smoothen the existing processes.

· Managing CE evaluation procedures and discussing in detail with evaluation team. 

· Experience in team handling of over 20 immigration executives. Monthly reporting to the managers with the status of cases as well as weekly reporting to clients. 

· Reviewing and preparing Visa petitions (L1s, H1s)for employees for on-site positions in the U.S. detailing the project details in the petitions and responsible for maintaining the swift case flow ensuring that all service level agreements are met and targets achieved. Monitoring visa expiry, intimating partner offices and constantly interacting with client offices in movement of applications, handling escalations, preparing backup documentation for filing RFEs etc.

(B) Sutherland Global Services Private Limited for Symantec client during the period (20th April 07 – 9th October 08) as Sr. Quality Analyst.
· Remote audit tech personals and ranking them as per industry standards and ensure process adherence is maintained. 

· Providing technical guidance and training to team on process flow thereby improving the quality of the entire process. Independently handling two teams (20 members each)

· Preparing quality training modules which involve technical writing and Conducting training sessions. 

· Weekly and monthly reporting to Symantec Clients with the process improvement plans implemented. Working towards meeting the expectations set by Symantec.

· Participating in recruitment process and identifying the right resource required for the process. Analyzing the attitude of candidates and passing on the higher round of interview with H.R manager after approval.
(C) Accenture Services Private Limited for AT&T as Sr. Technical Support Executive (5th June 06- 5th March 07).
· Customer servicing and coordination; Interacting with U.S internal office helpdesk queries and resolving software and hardware issues post installing wifi modems and modem software. 

· Efficient use of remote access tools such as logmein and Bomgar in resolving the technical issues (tickets) raised by clients. 

· Involved in troubleshooting AT&T modems in Windows platform (WinXP, 2000 Professional), Microsoft Outlook, good knowledge of Manual installation techniques including manipulating the registry and system configuration settings.
· PERSONAL ACHIEVEMENTS:
1. Awarded Star performer on the floor during the period (September-December 2006) from Accenture Services Private Limited and was promoted as Senior Technical Support executive within 6 months of the Tenure with the company.

2. Good team player and display of extreme dedication, initiative and hard work that helped in earning good comments from the client as well as the higher level Program Managers.

3. Promoted as Sr. Quality Analyst within 6 months of the tenure in Sutherland Global Services Private Limited and secured the position through internal job postings (IJP) which is a real challenge in the company.
4. Involved in recruitment of Technical support executives based on the client’s requirements.
5. Served as part of the research team in finding the technical issues in beta releases and suggesting solutions and won many awards.
6. Studied and implemented successfully implemented Open source project management system in place for the company Sesame Software Solutions thereby automating the project management process.

7. Studied and successfully implemented Support ticketing mechanism at customer support desk to manage the service calls and also quantifying the reports.
8. Got promoted as Assistant Manager HR to company’s fully owned subsidiary; Sesame Technologies (P). Ltd. From March 1st 2013

