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Career Objective

Seeking a position to utilize my skills and abilities in an organization that offers professional growth while being resourceful, innovative and flexible.
Skills
· Active and Energetic.

· Patience and Honest.

· Self-confidence.

· Interested to provide innovative ideas.

· Positive outlook and open minded approach.

Work Experience

Company Name   : EP-Tech India Pvt Ltd

Department           : HR

Role                        : HR Executive

Job Profile             : Assisting the Director and Manager HR in the firm. Fully involved in inbound recruitment process. Preparing the offer letters for new joiners. Preparing all the paperwork for US candidates. Preparing the payroll data in a month. Handling End to End recruitment life cycle within the firm. Resourcing, screening and short listing resumes through various job portals. Short listing the resumes based on the job requirement. Conducting telephone and Personal interviews with the HR Manager & Department heads. Preparing offer letter, employment contract and job descriptions, completing joining Formalities and documentation. Identification of training needs and nominating candidates for training. 
Coordinating with the External Trainers regarding the Training schedule.
Scheduling the Training Program & collecting the Feedback.
Issuing training certificates after completion of the training. 
Evaluation of the employees post training program. Tracking attendance, maintaining leave records, PF records, issue letters, etc. Generation of Experience Letters, Relieving Letters.  Direct interaction with the clients, vendors, consultants, etc. Involved in decision making. Preparing the audit report for the employees.
Location
       : Coimbatore, India.

Experience             : Presently Working.

CTC                         : 18K /Month.
Company Name   : HDFC Bank Pvt Ltd.

Department         : HR

Role                    : MIS Executive and HR Coordinator
Job Profile           : Assisting the Director and Manager HR in the firm. Preparing travel plans for   the superiors. Preparing Training Data and Training Calendar Weekly, Monthly, and Yearly for PAN India. Coordinating the training programmes for the employees in the firm. Coordination of the recruitment process with the team. Recruiting the candidates for our own team. Giving training information to the employees of the organization. Follow-up for the training programme, and other information from the trainer. Getting the information of stocks of all stationary items given to the training centers. Drafting letters through mail. Knowledge in Lotus Note, MS-Office, Leading a team, etc. Uploading day to day training programs in the HRMS. Handling the joining and resigning formalities of the employees within the organization. Preparing the PAN India MIS with the team. Finalization of the year ending processes. Updating the invoice. Forwarding the creative ideas for the training programs and the company’s future growth in the meeting with the team. Fully involved in solving the problems in the organization. Handling of all customer satisfaction and employee queries of the organization. Fully involved in decision making within the team. Involved in all in all HR activities in the organization.
Location
       : Gurgaon, India.
Experience             : 1 Year.
CTC                         : 12K /Month.
Company Name   : Manappuram General Finance Pvt Ltd

Role                         : Officer

Job Profile             : Achieving the monthly targets by calling the customers and meeting them face to face. Handling the customers from the front desk. Handling daily attendance of the employees in the organization. Making of all the reports under admin, attendance, etc. Handling of all the documents in the organization. Handling all other office works and assisting the Area Manager for recruiting candidates in each and every office in 1 region. Maintaining of cash in the firm. 
Location               : Kerala, India.

Experience          : 1 Year.

Academic Qualification

· M.B.A. [REGULAR] [HR and Finance] in the year of 2009-11 with 64% of marks from Guruvayurappan Institute of Management, Coimbatore affiliated under Bharathiar University.

· BCA (Computer Application) Graduate in the year 2006-09 with 60% of marks from Nehru Arts & Science College, Coimbatore affiliated under Bharathiar University.

Project and Training

MBA (HR)

	Project Name
	A study on “Level of Job Satisfaction among Employees” in Arya Vaidya Pharmacy Limited.

	Role
	· Attending the training given by the HR manager to take the survey inside the organization.

· Calculating the number of employees in the organization.

· Preparing the questions for taking survey.

· Analyzing the employee’s satisfaction of the job by taking the survey.

· Analyzing the employees absenteeism and the reason for resigning from the firm. 
· Meeting with the employees in the organization.
· Analyzing the quality of work life of the employees having in the organization.

· Taking the survey of the person’s environmental fits of the organization.

· Meeting the HR Manager and analyzing the issues in the organization.
· Involving in giving ideas for the management to take the right decision inside the organization.

· Going to meet the labors of the factory and taking survey from them.

· Identifying their needs in the factory and making them successful if possible by the firm.
· Measuring the job satisfaction of the employees and making the final reports. 

	Time Duration
	3 Months


Technical Skill

· Microsoft Office & MS Office Tools.

· Tally ERP.9.
· Core Java [J2EE].
Linguistic Skill

	Languages Known
	Read
	Write
	Speak

	English
	· 
	· 
	· 

	Hindi
	· 
	· 
	· 

	Malayalam
	· 
	· 
	· 

	Tamil
	
	
	· 


Personal Details

Father’s Name


: Ravindran.P

Extra-Curricular Activities:
· Playing Chess 
· Cricket 
· Volley Ball 
· Badminton 
· Traveling.
Declaration

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


Page 3

