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Recruitment & Selection 
Payroll Administration 
Performance Management 
Compensation & Benefits
HRIS Implementation 
Employee Relations 
Training
Employee Grievance handling
General Administration
Communication Skill
Human Resource Professional
Highly knowledgeable and results-oriented human resource professional with 3.8 years of experience in facilitating the effective management of overall business operations. 
Proven competencies in all facets of human resource programs and objectives, including policy planning, development implementation, and management. 
Unique facility for cultivating relationships with individuals at all professional levels to achieve consistency and attainment of goals. 
Prioritize and handle a multitude of assignments at one time.Exercise initiative and work independently
Motivated and goal driven with a strong work ethics, continuously striving for improvement coupled with excellent Administrative aptitude with an eye for detail and the commitment to offer quality work.

Professional Experience
BINTEL CONSTRUCTIONS PRIVATE LIMITED, Cochin, India; May 11- Apr 14
Reported to MD(Operations)
HR Assistant: Responsible for full employee life cycle from recruitment, induction to exit, and providing administrative support.
· Involved  in planning & scheduling appointments and maintaining calendars

· Establish, maintain, and update files, databases, records, and other documents; develop and maintain data, and perform routine analyzes and calculations in the processing of data for recurring internal reports.

· Responsible for making domestic and international travel arrangements for senior-level executives via the Internet.

· Handling overall HR Documentation, Record Maintenance, Performance Appraisal, Training & Development and Administration activities while mapping training needs and preparing training calendar for all positions.

· Ensures SOP’s are kept documented and updated.
· Verifying & processing documentation for facilitating employee benefits including leaves, employment and medical insurance in line with the statutory requirements.

· Strategized and initiated various HR function covering recruitment, selection, training & development, performance appraisal, Grievance handling, promotions etc. 

· Recruit new hire, Maintain new hire communications and correspondence

· Provide new hires with information on company policies and procedures

· Develop and assist in implementing orientation programs for new hires

· Handled payroll
· Provide administrative support by maintain employee records and performing data entry duties
SPECTRUM SOFTTECH SOLUTIONS PRIVATE LIMITED, Cochin, India; Sep 10-April 11
Reported to C.O.O
HR Executive: Served as a professional forthe overall HR organization, including addressing employee relations matters, recruitment and selection, credential verification, and background investigations.

· Handled payroll for 400+ employees.
· Initiating the recruitment process via ERF. 
· Responsible for updating the employee records while collected attendance from different sites as well as prepared salary and assisted in disbursement the salary.
· Preparing badges, passes, and identification cards for staff.
· Supervised an assistant.
· Maintaining register like employee attendance, staff movement registers inward/outward register
· Resolved queries pertaining to salary, prepared transfer letters and handled full & final settlement of employees. 

· Managed salary administration for entire manpower. Took initiatives to deliver on the responsibilities of talent development, management and employee engagement

· Designed, developed and delivered various training sessions for diverse employee populations. 

· Ensured strict compliance to statutory requirement (PF, ESIC, PT) & handled other matters related to industrial relations.

· Played key role in managing employee relations, evaluating and facilitating continuous improvement of the individuals, initiating disciplinary actions, sourcing & recruitment, performance/compensation management

Education
M.B.A (Human Resource and Marketing), B.S.A Crescent Engineering College, Anna University, Chennai, TN, 2010

B.C.A, ChinmayaVidyapeet, MG University, Cochin, KL, 2008

IT Skills

HRMS & MIS ▪ MS Office Package ▪ QuickBooks▪ ERP ▪ SAP ▪ Internet Searching ▪ CMS & CRM ▪ OS - Windows 98/2000/XP/Vista/7 ▪ Tally

Academic Projects Undergone
A Study on Absenteeism in Elcompo Electronics Industries Pvt Ltd at Elcompo Electronic Industries Pvt Ltd.

A Study on Employee Motivation at Apollo Tyres Ltd.
Internship Details

SIEMENS INFORMATION PROCESSING SERVICE PVT LTD, Chennai, TN; Jan10-Jul 10   

Staffing Trainee-IT/ITES

Personal Details
Date of Birth:
12th December 1987

Linguistic Abilities: English, Malayalam, Tamil, Hindi

Visa Status:

Family Visa

Marital Status:
Married
References:
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