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To pursue a demanding HR Role within a reputed firm with the approach to take up responsibilities to accomplish organizational goals where my skills and potentials are being utilized to the maximum; alongside focusing on the scope of enhancing my personal skills & gaining maximum knowledge during my tenure to contribute to the growth of the firm.



	Hitachi Home and Life Solutions (India) Ltd.

Home & Life Solutions (India) Ltd (HHLI) is a subsidiary of Hitachi Appliance Inc- Hitachi Air conditioning company

Position - HR & Admin Executive

Palatial Leisure Ltd – Service Industry
UK Based Group - Palatial Leisure Limited owns UK's largest and busiest Bingo and bowling Clubs.
Position – Assistant Manager
Palatial Leisure Ltd
Position –Administrative Support

Hitachi Home and Life Solutions (India) Ltd.
Position - HR & Admin Executive


	India
April 2013–    August 2015
London, UK

January 2011- 
January 2013
London, UK
January 2009 –             December 2010
India, Cochin
April 2013 –     August 2015



	· Responsible for maintaining HR database

· Recruitment & recruitment procedures such as offer letter queries, joining formalities, medical & life insurance, induction, site deployment & site completion

· Performing overtime calculations, leave & travel management and maintaining records in the system

· Accountable for assisting the payroll management for its smooth operation

· Carrying out performance appraisal task as per decision


· Maintaining all necessary Medical & Life Insurance tasks for the employees

· Overseeing the processing full and final settlement, cancellation, exit interviews & relieving formalities


· Handling & developing leave replacement and other report

· Monitoring the preparation and execution of employee sheet

· Dealing with employee issues

	

	Palatial Leisure Ltd.
	London, UK

	Assistant Manager
	January 2011- 
 January 2013



	· Responsible for employee administration, including new starters, leavers and ensuring all information is completed accurately, efficiently and effectively - including maintaining the HR system

· Assist in the management and maintenance of security clearances and DBS applications

· Support the recruitment administration process, from advertising stage through to employment stage

· Provide correct and timely advice to managers and employees acting as the front line for queries on subjects such as payroll, holiday and basic policy questions

· Produce weekly absence reports and support HR Advisors with Occupational Health referrals

· Assist with coordination of annual pay review, bonus scheme, appraisal and performance management review administration - producing letters and documentation where required

· Support wider HR team flexibly and as when required



	




	University of Wales
	Wales, United Kingdom

	MBA Majored in Human Resources Management


	Fulltime - 2010



	Christ College
	India

	BSC Majored inChemistry
	Fulltime - 2008



	   Business
	   Computer
	Languages

	· Communication

· Presentation Skills

· Problem Solving

· Team Player

	· Microsoft Office

· SAP FICO


	· English (Fluent)
· Hindi   (Mid - Level)
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DATE OF BIRTH


10th January 1987





NATIONALITY


Indian





MARITAL STATUS


Married





QUALIFICATION


MBA in HR


University of Wales, UK (Full Time)





Visa Status


Visiting visa
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