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B Com & M.B.A with 1 year and 3 month of experience in HR & Administration and 1 year experience in Accounting. Proficient in recruitment process payroll, statutory compliances, grievances handling and labor welfare activities. And well knowledge in finalisation of accounts. Proficient in MS Excel and other MS office Tools, Tally ERP software.

PROFESSIONAL QUALIFICATION

· Masters Degree (MBA) from Bharathiar University in May 2013. 
· Bachelor degree (B.Com) from Calicut University in March 2010. 

COMPUTER PROFICIENCY

· Tally ERP Environment. 
· MS Office 
· Expert level knowledge in MS Excel 

WORK EXPERIENCE IN INDIA

Position Title : HR Executive
Company
: Dimesco Footcare India Pvt. Ltd. (VKC group)
Duration
: November - 2013 to February- 2015.
Position Title : Accountant
Company
: Omega Pharmaceuticals
Duration
: August-2010 to August-2011.
RESPONSIBILITIES
ACCOUNTING
· Finalization of Accounts. 
· Passing Monthly adjustment entries and preparing monthly financial statements. 
· Preparation of Various reconciliation statements on monthly basis like AR, AP, Intercompany & Bank reconciliations etc. 
· Accounting of daily business transactions and maintaining required ledger accounts in the Accounting software. 
· Dealing with the banks for cheque clearance, submission and Credit facility related things. 
· Handling the petty cash. 
HUMAN RESOURCE MANAGEMENT
· Manpower planning and enrolment, including joining formalities, documentation, orientation, induction training. 
· Issuing Offer letters, Appointment letters, Promotion letters etc. 
· Compensation  and  Benefit  management,  including  attendance and 
overtime management, leave management, employee grading, salary administration.
· Labor welfare activities, Canteen and quarters management. 
· Statutory compliances like enrolment in ESIC and EPF & monthly return submission, accident report preparation, responsible for all statutory works related to Factories and boilers, Labor office, LIC etc. 
· Query and grievances handling of the employees. 

· Maintaining the personal file of the employees. 


· Statutory register Maintenance. 
· Coordinating staff unit and minutes preparation. 

SYNOPSIS

· Well groomed to corporate culture. 
· Through knowledge in Accounting, & HR Management. 
· Quick grasper of concepts and facts. 
· Gelling team player who gets along with any team easily. 
· Highly flexible with time targets and time zones. 

ACHEIVEMENTS

· Represented and Secured 2nd prize in ‘Creation of Brand advertisement’ conducted by IIM Kozhikode on occasion of their annual management meet. 
· Represented and secured prizes in school Athletics. 
· Successfully completed a project entitled “A study on satisfaction level of employee welfare measures in Travancore sugars and chemicals Ltd, Thiruvalla”. 
Participated in many paper presentation competitions in Management meet during MBA academic year. 


DECLARATION

I hereby declare that all the above information are true and correct to best of my knowledge

