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· Seeking a Human Resources Management position where my professional experience and education will allow me to make an immediate contribution as an integral part of a progressive company.

· A position in Personnel or Human Resources Management which will require me to apply my business experience and education to assist the company in the accomplishment of its goals. 

· A position in the Human Resources field where I can utilize proven people-oriented skills to develop and promote a positive work environment.


· Reviewing and Screening the resumes according to the job requirement.

· Conducting first round of telephonic interview for the candidates to schedule interviews.

· Conducting recruitment interviews and providing the necessary inputs during the hiring process.

· Coordinating with consultants and candidates for scheduling appointments with the management team for sourcing.
·  Working with recruitment agencies to source for candidates for specific job positions.

· Maintaining HR records, such as Employees Personal Details, Performance Database etc.

· Managing workplace safety issues.

·  Training new or existing employees.

· Communicating and explaining the organization's HR policies to the employees.

·  Preparation of salary statement. 
· Preparing and submitting all relevant HR letters/documents/certificates as per the requirement of employees in consultation with the management. 
· Recording, maintaining and monitoring attendance to ensure employee punctuality. 
· Conducting employee orientation and facilitating newcomers joining formalities. 
· Maintaining and regularly updating master database (personal file, personal database, etc.) of each employee. 
· Preparing letters such as offer and confirmation.

·  Implementing and administering performance management processes as per the PMS policy and timelines. 
· Conducting exit interviews for employees and recording them accordingly. 
· Reviewing job descriptions for all positions at regular intervals and updating them in consultation with the respective managers. 
· Engaging with employees on a regular basis to understand the motivation levels of people in the organization. 


COMPANY             :  Stella Maris School of Banking
DURATION            :  (25.02.2012 to 11.02.2015)

DESIGNATION      :  HR Executive
ROLES & RESPONSIBILITY:
· Preparation of offer and appointment letters.
· Handling student database, recruitment documents maintaining and updating it.
· Responsible for all ISO documentation.

· Arranging training to the staff members and students.

· ISO 9001:2008 Documentation regarding HR.

· Conducting MRM meeting.

· End  to End Recruitment

· Resumes updates & arranging interview

· Evaluating candidates (First level of screening).

· Joining formalities and Training program arrangements.

· Evaluating Employee’s Performance
· Maintaining Employees & Student databases

· Checking Employee’s Status
· ISO 9001:2008 Documentation regarding HR

Completed MBA with a dual specialization in HRM and FINANCE, from Oxford Engineering College (Affiliated to Anna University, Trichy ) under the Department of Management Studies.
	Qualification

	Institution


	Year of     passing


	Board/University


	Percentage

	Class



	MBA
(HR & FINANCE)
	Oxford Engineering
College, Trichy.
	2011
	Anna
University

	7.563
CGPA
	FIRST
CLASS

	B.S.C
(COMPUTER SCIENCE)
	Kurinji College of
Arts and Science,
Trichy
	2009
	Bharathidasan

University


	7.50
CGPA
	FIRST
CLASS
WITH
A++
GRADE

	HSC
	St. John’s Vestry
Anglo Indian Hr,
Sec, School, Trichy.
	2005
	State Board
	58
	SECOND
CLASS

	AISLC

	St. John’s Vestry
Anglo Indian Hr,
Sec, School, Trichy.
	2003
	Anglo Indian

Board
	61
	FIRST 
CLASS



During MBA we are suppose to do a Project work. I have done my project which is as follows:
Project work done  in UNITED INDIA INSURANCE COMPANY  LTD, Trichy during the 6th semester of  M.B.A.
 
This Project work was undertaken by me in the FINANCE Dept, which was of 2 months. 

· A visit to “THE HINDU” news paper industry at  senthaneerpuram, Trichy. ( 1- Day )
· A visit to “AMMAN TRY STEEL” industry at Virallimalai, Trichy ( 1- Day )

· Playing Cricket
· Internet surfing
· Listening to music

· M-S. Office- Word, Excel, Power Point, Internet & E-mail operations

· Hard  Working
· Decision making

Sex


  :
Male
Marital Status
  :         Married
Nationality

  :
Indian

Languages

  :
English, Tamil




Date of Birth

  :
20th, Dec 1987

I hereby declare that the above mentioned information is correct up to my knowledge and I bear the responsibility for the correctness of the above mentioned particulars.
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