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Nationality: Indian DOB:  12-Jan-1988 Gender: Male Marital Status: Single

	CAREER OBJECTIVES


Targeted to succeed a challenging opportunity in a better organization to become most effective in career and life.

	PROFESSIONAL SNAP SHORT

Company & LocationDesignationDuration

	1.HR Global Services India LLP.            HR Executive                  10th July 2013– 30th August 2014

     Bangalore, India   (1 year 1 month) 

2. Touch Advertising    HR &Operations5th May 2010-15th August 2011
Kannur, Kerala                                                                                                   (1year 3months)


	EDUCATIONAL CREDENTIALS

	GRADUATION 
	INSTITUE
	BOARD / UNIVERSITY
	YEAR
	CLASS

	M.B.A
	University of Calicut
	Calicut University
	2013
	1st class

	B.E (ECE)
	Maharaja Prithvi Engg. College, Avinashi
	Anna University
	2010
	1st class

	H.S.S.L.C
	R.V.H.S.S, Chokli
	Board Of Secondary Education
	2005
	1st class

	S.S.L.C
	St. Joseph H.S.S, Thalassery
	Board Of Public Exams
	2003
	1st class


	CERTIFICATION COURSES


Post Graduate Diploma in Human Resource Management – IHRG, Bangalore (International Accredited, IAO-USA)
	COMPUTER PROFICIENCIES


Good working knowledge in HRIS, MS-Word, Excel, Power Point and Advanced Excel reports i.e., pivot table, auto filters, Vlook up & Hlook up, splits & freeze panes which is used prepare to MIS reports.
	WORK EXPERIENCE 


HR GLOBAL SERVICES INDIA LLP:


Recruitment, Selection & Retention:

· Sourcing, Screening, Short listing of Profiles from Job Portals (Naukri, Monster & TimesJobs), Scheduling Interviews, Conducting Preliminary rounds, Scheduling Technical interviews with Client.
· Collecting Feedback from Clients Panel Members, Finalizing the Positions with HOD's, Salary Negotiations and take approvals from the top level management. 
· Interview finalization and to keep a track on selected candidates with joining date and updating to the management. 
Monitoring overall Induction, Joining formalities and Full & Final Settlement Process:
· Taking Induction Session for the junior, Executive & Middle level entrants in the Organization, Ensured induction of all employees as per the defined process.
· Settlements of resigned Employees, Complete the same within 5 working days from the date of H/T over and clearance.
Payroll Management: 

· Monitoring all activities related to Time & Leave Management for timely and ensure accurate processing of the Monthly Payroll according to the schedule, Generating Pay slips and forwarding them to employees.
· Manage employee queries with regard to their deductions, settlements and supporting their requirements.
Statutory Compliances:
·  Strict adherence and compliances with the provisions of various Labor legislations (Shops Act, EPF, ESI, PT etc.,) Registrations & Renewals etc. Handling of inspection& internal, External Audits.
HRIS Management:

· Maintaining & updating Employee’s Database & personal records, Verify & Process record data of each employee for Gratuity, Updating & promoting the Company Policies & Procedures through HRIS System.
General Administration:  

· Documentation of new joiners, Issue of Identity Cards, Asset Management & Tag procurement, Bills payment follow-up.
TOUCH ADVERTISING

· Overseeing policies & procedures for operational process to ensure optimization with the established standards.
· Setting up of Business meetings & disbursement of cheques for agency expenses. 
· Setting up of quality standards within & outside the organization.
· Supervise & coach field Employees on a weekly basis in order to meet targets.

· Handling payroll, managing HR, creating organizational & program budgets.  

	KEY SKILLS


· Work effectively with diverse background of people

· Confident and result oriented performer with excellence

· Adapt well to changes and pressures in workplace

· Friendly and upbeat attitude

· Ambitious, hardworking, committed&Focused
	PERSONAL INFORMATION


Visa Status


:
 On Visit

Languages Known

: 
English, Hindi, Malayalam, and Tamil

Hobbies


:
Reading, Browsing, Attending seminars, Blood donor 

Notice Period 


: 
Immediate

References


:
Will be provided upon request.
	DECLARATION


I hereby declare that the above mentioned details are true to the best of my knowledge
