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  Nanditha.222277@2freemail.com 
Mobile: Whatsapp +971504753686 / +919979971283
Management professional with almost two Years of Experience in the field of Human Resources with Strong focus on HR Operations, Recruitment, Employee relations, Payroll & Administration. 
Skills
	· Manpower Planning
· Recruitment

· New Hire Orientation
· HRIMS

· Payroll
	· Database Management

· Grievance Handling

· Training and Development

· Job Description

· Time & Attendance


                                                                      Education
· Master’s in Business administration-HR & Finance-Anna University, Chennai  
· Bachelor of Commerce-Calicut University, Kerala
Professional Experience
Amala institute of medical sciences 
Multispecialty hospital with over 1000 bed with all modern advanced diagnosis and treatment facilities.

As Junior HR Executive   (dec 2013 to dec 2014)
Job Profile Includes:

· Assisted in recruitment of nursing staff & other hospital staff includes developing job descriptions, preparing advertisements, checking application forms, short listing, back-Ground & reference checks, interviewing and selecting candidates.
· Telephone screening ( If applicable) based on essential job requirements

· Explain and Guide each selected candidate about the joining formalities, orientation process, Compensation & Benefits and help them for smooth joining.

· Preparing and maintaining the personnel file of each staff from joining to leaving formalities.
· Preparing Appointment letters & Job Descriptions.
· Setting up, monitoring & tracking employee probationary periods.
· Manpower planning on monthly basis.
· Leave and attendance record, payroll inputs, and maintenance of personal files using ERP.

· Coordinating training (BLS & ACLS) for Staff nurses and doctors.

· Arranging Uniforms and hostel facilities for newly hired staffs.

· Maintenance and computerization of resume database in-house.

· Developing reports for HR Manager on staff sick leave, absences and holiday leave.
· Ensure Medical Check-up of all staff for the part of NABH.
· Preparing induction calendar and scheduling induction programs for all the newly hired.

· Enrolling staff into ESI Policies and process.

· Maintain & ensure availability of supporting database for part of ISO & NABH Audit.
AIRAWAT AVIATION PVT LTD
The Group remains committed in providing world-class products and services in areas of Operations, Training, and Consultancy for aviation sector.

As HR Assistant   (JAN 2013 to Nov 2013)
Job Profile Includes:

· Assist the recruitment team in the entire recruitment process.
· Administrative duties and record keeping.

· Preparation of payroll & Leave administration.

· Shift & Duty off allocation for employees.

· Employee personal file management and data base management.

· Preparing and updating of duty roaster Sheets in MS-Excel for tracking and reporting.

· Assist in preparing Jobs description

· Other HR administration work assigned by the senior.
                                                         Technology
	Software:
	ERP (Lakshya), MS word, MS Excel, MS PowerPoint, MS Outlook & Tally.


                                                         Achievements
· Successfully achieved 2nd rank for Masters in college level.
                                                                       Personal Details 

Date of Birth                                          : 15th September 1990
Marital Status                                         : Married
Nationality                                             : Indian

Languages Known                                  : English, Malayalam, and Hindi
Visa Status                                             : Visa-Tourist
References- Shall is made available if required/ asked.
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