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OBJECTIVES:

Seeking an opportunity to apply my experience and skills in a position that will ensure the Human Resources department is a critical contributor to the successful achievement of business goals and objectives.
EXECUTIVE SUMMARY:
Result driven professional eager to utilized knowledge and skills gained from 6+ years of rich experience in handling HR & Admin functions. Proven expertise in handling whole cycle of recruitment process including management and coordination of wide range of activities related therewith. Consistently demonstrated competencies in carrying out multiple tasks simultaneously, performing well under pressure, meeting tight deadlines, maintaining strict confidentiality of company records, coordinating with third parties and surpassing performance parameters. Also displayed high quality, prompt and professional customer service to achieve customer satisfaction, repeat and referral business. Holds excellent analytical, problem solving, organization, coordination, time management, communication and interpersonal skills.
STRENGTHS:
· Well Trained & Experienced Professional 
· Competencies in HR & Administration Functions 
· Excellent Organization & Coordination Abilities 
· Whole Cycle of Recruitment Know-how 
· Strong Communication-Interpersonal Skills 
· Motivation & Relationship Building Capabilities 
· Strict Adhere to Set Policies & Standards 
· Recording – Filling – Reporting Competencies 
· High Sense of Commitment 
· Team Spirit & Leadership Capabilities 


QUALIFICATION:
	•
	Master of Business Administration-Human Resource
	2011

	
	The Oxford College of Engineering
	

	•
	Bachelor of Arts (English Literature)
	2007


· Computer Application Course –MS Office & Windows 98, Oracle 
CAREER SNAPSHOT:
· HR Administrator- Tourism Development and Investment Company(TDIC) 
· HR & Admin Executive –Fitser Web Services Pvt Ltd, India 
· HR & Admin Trainee –PricewaterHousecoopers,Saudi Arabia( PwC) 
· Process Executive- Infosys Pvt Ltd, India 
AREAS OF EXPERTISE:
Human Resource
· Willing to engage actively in candidate search, selection, recruitment and staff training. 
· Skills to recommend policies and impose personnel actions. 
· Well versed with ideas of how to present reports to the HR & Personnel Manager, suggestions to drive into a more profitable-stable business and provide personnel support. 
· Involve in induction of new staff, preserving moral and taking care of their welfare. 
· Work on, verify, and keep documentation about personnel such as staffing, recruitment, training, grievances, performance evaluations, staff records and classifications. 
· Keep records for each employee, including information such as payroll, contact details, absences, and supervisory reports on performance, medical reports and reasons for endings. 
Administration:
· Serve as main point of contact between staff members and department heads. 
· Manage administrative roles, perform assigned duties and prepare correspondence. 
· Read and analyze incoming memos, present reports to find out their significance on various concerns and plan their distribution to appointed unit for proper response. 
· Open, sort, and deliver incoming correspondence, including faxes and e-mail, file and restore documents, records, and reports; and arrange travel itineraries for executives. 
· Tolerance in attending internal or external customer queries, deal with clients and visitors and deliver support to the management or executive level. 
· Fast in collecting and organizing all information as requested by the Senior Managers. 

Tourism Development & Investment Company -HR Administrator
(March 2013- March 2014)
I was working as an HR Administrator and I supported the HR function by providing administration and document support to the HR team for core HR processes.
Responsibilities:
· Provide support for manpower planning, recruitment and selection process. 
· Provide support on PRO components including the processing of work visas, no objection letters, alcohol licenses, and salary letters for current employees’ bank loans and rental applications. 
· Provision of guidance notes on all aspects and process of PRO role 
· Coordinate the attestation and legalization of documents (marriage/birth certificate, practicing certificates, passport applications, etc) for visa and licensing purposes 
· Satisfactory completion of all visa, passport and licensing requirements for all staff and partners. 
· Processing family visa applications, maid visas, visa transfers, business visit visas, coordinating visa/passport/document arrangements for staff 
· General advice and information support, processing/coordinating visas for employees 
· Assist with the on boarding process, including new joiner administration, induction timetables and orientation of new joiners 
· Manage the emirates Id and health card (Daman or ADNIC), application and renewal process for staff. 
· Respond to employees query. 
· Assistance with SML (starter, mover and leaver), including updating the relevant employee trackers and forms. 
· To assist the manager in the full spectrum of human resource management and related functions 
· Producing reports for the monthly payroll transactions ensuring that all payments and amendments run smoothly 
· Devising draft offer letters, new employment contracts and contract renewals in consultation with the HR Manager 
· Ensure HR employee files (both HR and support files) are maintained and updated with the relevant correspondence e.g. visa, passports, emirates id and health cards. 


FITSER WEB SERVICES PVT LTD –HR Executive
(July 2011 – November 2012):
Recruited as a Human Resource Executive in Fitser Web services Pvt Ltd. I dealt with all the aspects of HR related work in the company.
Main Tasks and Responsibilities:
Recruitment
· I have dealt with recruitment of Web designers, Graphic designers and BPO candidates. I was able to gain an insight into the HR activities, which has given me a strong confidence to perform well in any company. 
· Manage the recruitment inbox and respond to candidates in a timely manner. 
· Co-ordinate interviews with recruitment agencies and direct applicants. 
· Negotiate about the salary. 
· Select the potential candidate. 
Induction
· Initiate the new hire checklist and process in a timely manner. Enter new starter information onto the relevant systems. 
· Create personal files for all new starters and ensure that all documentation is present and completed. 
· Responsible for arranging induction sessions. 
Payroll
· Process monthly payroll for employees. 
· Hand out pay slips each month. 
Training
· Co-ordinate training carried out in-house. 
Leave
· Manage the leave system. 
Employee Communication
· Draft new starter offer letters and contracts. 
· Draft employee letters in relation to any salary, bonus or benefit adjustment 





PRICEWATERHOUSECOOPERS (PwC) – HR Trainee Feb 2011
I worked as a trainee in PwC-Riyadh in February during a month long university break.
During my time there, I worked on various HR projects including projects relating to the company’s 600+ employees working in the PwC offices in Saudi Arabia. I was able to gain an insight into the HR activities.
I was praised for my work skills by the Middle East Human Capital Director (Dina Barakat) and the HR senior manager in the PwC Riyadh office.

INFOSYS APRIL 2007- AUGUST 2009:
· I was one of 10 selected from 500+ students via campus recruitment. During my time at Infosys I communicated verbally and in writing with British telecom’s customers and management, I also processed payments and made judgment calls on various issues pertaining to customers. My communication, technical and corporate work skills were honed through training and working at Infosys. 
· During my time at Infosys, I was praised for my work skills, work ethic and for meeting targets; I received 3 awards and bonuses in recognition of my excellent work. 
OTHER INFORMATION:
· MBA HR Thesis was on the appraisal system of “DHFL Vysya Housing Finance Ltd.” 
· VP of the student body of the English Department at Bharata Mata College. 
· Class representative for the MBA class - I was chosen by the professors ,responsibilities included: 
o  leading various workshops & classroom discussions 
o coordinating and delegating work amongst students at various university events 




PERSONAL DATA:
	
	
	
	

	
	Date of Birth
	20th January, 1986
	

	
	Marital Status
	Married
	

	
	Languages
	English, Malayalam, Hindi,
	

	
	
	Kannada & French
	

	
	
	
	

	
	Visa Status
	Husband`s Sponsorship
	

	
	
	
	

	
	Availability
	Immediate
	

	
	
	
	



