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To obtain a position where my efficiency, knowledge and language skills would be well utilized and an opportunity for value based growth and career advancement while contributing handsomely to the organization. I am very interested in the field Human Resource , General Administration, as well as in Finance or Accounts Field also and would welcome the opportunity to contribute my Human Resources & General Admin Skills

· Wide knowledge in computer hardware and software applications along with experience using the Internet
· Strong troubleshooting and problem-solving skills.

Worked at Maruti Suzuki – KVR CARS
Kannur & Kasaragod-Kerala 
Position: - HR Assistant
12th July 2013 - 15th March 2015
Job Nature:-
· Successfully managed total Recruitment process, Performance Management, Employee Relations, Talent pool Management, Training & Development, Generic HR activities and Administration.
· Developed and maintained; effective Recruitment process, Induction training and New employee orientation
· Managed More than 500Employess 
· Developed programs for career enhancement of staffs at all levels through skills development, Multi skilling, deliverance of resources on emerging trends and technologies. 
· Designed effective Performance management system and method of deciding on bonus and incentives thereof
· Developed & Implemented strategies to manage Organizational discipline, Non performers.  
· Developed ‘improved strategies’ to build strong Employee relation for attracting &retaining  best talent. 
· Experience in administration of  Domestic enquiries & Investigation and other IR related activities
· Significant role in keeping up the employee discipline, controlled absenteeism, grievance handling and employee counseling which ultimately helps to improve employee retention and productivity.
· Focus on employee welfare measures, employee engagement activities, rewards and recognition and employee suggestion systems which results in increased satisfactory levels and employee turnover ratios.
Worked at Source Centric –Consultancy Service
Bangalore - india
Assist .HR
15th September  2012—15th March 2013
Job Nature:-
· Assist HR Manager on manpower planning, recruitment, selection, placement, orientation
·  Assist HR Manager on other general human resources and administration matters
·  Assist the Manager, HRM in all preparation required for the delivery of training
· Create job descriptions.
· Lead the creation of a recruiting and interviewing plan for each open position.
· Efficiently and effectively fill open positions
·  Post openings in newspaper advertisements, with professional organizations, maintain all pertinent applicant and interview data.
·  Assist in performing reference and background checks for potential employees
· Making sources of recruitment &amp; Job postings ,Screening and scheduling interviews
·  Conducting first round of interviews,
· HR Documentation, interview and screen CVs for the requirements using different source
·  Draft employment offer letter and contracts for selected candidate

· MS Office.
· Internet & E-mail Applications.
· Installation of Operating System and Networking.
· Mobile phone hardware and software.
· Excellent interpersonal & good communication skills.
· Excellent and error-free typing ability in English.
· Excellent working experience in MS Excel, MS Word ,Ms outlook ,etc and Internet.
· Self-motivated, devoted and decisive management personnel.
· Prefer to work with in communal environment and in extreme pressure surrounding.
· Have capacitated in adopting new theories as well as responsibilities
· Upgrading the knowledge of latest trend and technologies used in the telecommunications through the internet

· Master of Business Administration –Human Resources & Finance
· Bachelor of Business Management - Kannur University.

Nationality      :                             Indian (Kerala )
Date of Birth   :                            12th February 1991
Marital Status : 

         Single 
Sex 

  :

         Male
Visa Status      :  

         Visit Visa 

Language Known:

         English ,Malayalam , Hindi , Tamil  & Kannada 
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