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OBJECTIVE: -
To pursue a challenging and an exciting career, where I can leverage my past experience and skills to grow along with the company while being resourceful, innovative and flexible.
EXPERIENCES: - 
	SL.NO
	NAME OF THE COMPANY
	DEIGNATION
	PERIOD
	YEAR OF EXPERIENCES

	1
	GOLDEN EAGLE FOUNDATION
	MANAGER

 HR & ADMIN
	SEPT 2009 TO PRESENT
	5.3



	2
	SUZLON INFRASTRUCTURE SERVICE LIMITED
	EXECUTIVE

 HR & ADMIN
	DEC 2006 TO 

MAY 2008
	1.4

	3
	DKD ENGINEERING WORKS PVT LT.
	ASSISTANT 

HR & ADMIN
	JUNE 2002 TO JULY2005
	3.1


Total year of experience : - 9 years & 8 months.
JOB DESCRIPTION:-
HR ROLES & RESPONSIBILITIES:-
· To evaluate placement, recruitment, interview coordination, to conduct induction programmes and joining formalities.

· To identify and manage training and development needs for employees.

· To develop and implement human resource policies and procedures.
· Proficient in grievance handling, disciplinary action & maintenance of harmonious employee relation.

· To provide training and development programmes for both employers as well as employees.

· Updating employees’ individual files for all sites.

· To maintain attendance and leave management.
· Benchmark compensation and benefits.

· Input for monthly payroll.

· To coordinate employees safety, welfare and wellness.

· To maintain labour laws.

· To prepare weekly MIS-Report, to prepare monthly absenteeism reports, mediclaim reports, tour intimation reports, statutory complaints, to maintain accurate attendance policy.
· Handle entire gamut of Employee relations.

· Administer employee discipline processes.
· Executing cost saving and energy saving measures.
· Preparation and scrutiny of daily work.
· To conduct exist interview ……etc.
ADMINISTRATIVE ROLES & RESPONSIBILITIES:-
· Petty cash handling.
· To provide administrative support and assistance to the relevant department.

· To provide data and preparing management information reports and documents.

· Administrating staff benefits, programs and events.
· Creating and up-dating records.

· Administrating the probationary review time periods.

· To create workorder for vendors like technical and non-technical contractors.

· Manage and control stationery things and other purchase.

· To perform ad-hoc duties.

· To handle travelling desk.
· To handle employees’ insurance claims and medical benefits matters.

· To maintain all details of service agreements with clients.

· Supporting in completion of job application materials and documents and preparation of employment interviews and tests.
· Administering staff benefits, programs, and events. 
· Ensure all confidential matters and documents are dealt with accordance with their nature and are adequately secured.
· Documentation works like legal drafting.
· Establishing, organizing and supervising the maintenance of department records, ensuring complete accuracy and confidentiality….etc.
EDUCATIONQUALIFICATIONS:-
	SL.NO
	NAME OF THE DEGREE
	SUBJECT
	COLLEGE /

UNIVERSITY
	MONTH & YEAR OF PASSING
	CLASS

	1
	M.B.A
	HUMAN RESOURCE MANAGEMENT
	M.K.

UNIVERSITY
	APRIL

2011
	2nd

	2
	M.A.
	PUBLIC ADMINISTRATION
	
	APRIL

2001
	

	3
	POST GRADUATE DIPLOMA.
	PERSONNEL MANAGEMENT & INDUSTRIAL RELATIONS
	S.T.HINDU COLLEGE
	NOVEMBER

1998

(Two years course)
	

	4
	B.A.
	ENGLISH LITERATURE
	SCOTT CHRISTIAN COLLEGE
	APRIL

1996
	3RD

	5
	H.S.C.

(12th)
	MATHS
	GOVT.H.S.S.

EDALAKUDY
	MARCH

1992
	2ND

	6
	S.S.L.C.

(10th)
	--
	S.S.PAVALAR GOVT. H.S.S.

EDALAKUDY
	APRIL

1990
	


COMPUTER SKILLS
M.S. Office (word,excel,powerpoint)
PERSONAL DETAILS
            Age and Date of Birth
:
38 Years, June 23, 1975

Language Known             :
English, Tamil, Hindi and Malayalam.                           
Nationality


:
Indian.
