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Objective
Want a position as a Human Resource Administrator in an organization where I will be able to utilize all my skills and abilities efficiently and effectively and earn more experience in this field.
Summary of Qualifications
•
Well performed all assigned duties
•
Completed all assigned tasks before deadlines and was always appraised
•
Able to deal with the employees in a professional and courteous manners
•
Served as a liaison between the senior management and all visitors and employees
•
Assisted HR Executives and provided long list of clerical services
•
Maintained records of Services, Salary, Pay slips, Experience etc and daily activities both manually and using computer also.
•
Always demanded for more responsibilities
•
Took part in all managerial HR activities including appraisals, hiring and firings.
•
Arranged interviews to fill in the announced vacancies and oriented new employees with organization's policies.
Relevant Experience
•
Performed all assigned duties and fully assisted Management in performing the duties of the organization.
•
Analyzed human resource program design to anticipate and minimize problem areas
•
Handled labor relations, contract negotiation and administration, plant liability insurance coverage
•
Oversaw contract negotiations with the bargaining unit
•
Served as liaison between store and corporate headquarters, advising on all human resource issues
•
Effectively resolved all employee relations' issues and addressed concerns
•
Directed employee benefits including compensation, insurance, and retirement planning
•
Organized, tracked, and conducted 90 day, six-month, and annual reviews for all new employees
•
Experienced in various computer programs and the Internet
•
Documented all employees' training
•
Experienced minimal opposition from the union due to fair administration of benefits
•
Assisted with reference checks and processed resumes
•
Implemented Salary Normalization and Standardization as per the AICTE Approved Standard. 

•
Established criteria for promotions and raises
•
Experienced in influencing the attitudes and ideas of others
•
Designed an orientation program for new employees
•
Compiled and completed all unemployment paperwork
•
Initiated a recruiting program
•
Managed personnel policies, benefits, and reviews
Employment History
· HR Manager At Mangalam Group of Institutions  from 27th May 2013 to 25th February 2015.
· HR at Pace Electronics, Ernakulam (2012-13).
Skills
•
Best Verbal & Non-verbal Communication Skills
•
Organizing and leading skills
•
Best Administrative Skills
•
Computer Literacy
•
Office Management
•
Reliable & Honest
•
Problem Scanning & Solving Skills
•
Negotiations and Collaboration
•
Labor Law and Regulation Compliance
•
Leadership in the Workplace
Education
	Academics
	Name Of Graduation College
	Board/University
	Percentage

	Integrated BBA& MBA (H.R& Marketing)
	Indian Institute of Planning and Management, Kochi
	International Management Institute, Belgium.
	70

	12th
	Kshethre Preveshana Memorial Higher Secondary School,  POOTHOTTA
	Board of Higher Secondary Examination, Kerala
	69

	10th
	Government Higher Secondary School, MULANTHURUTHY
	Board of Public Examination, Kerala
	72


Additional Qualification

· Undergone Commercial Pilot Training from BASAIR Aviation College, Sydney, Australia.

Seminar
· Attended a seminar on Strategic Management in Modern Era at Yang Yang University, Singapore.

	Extracurricular Achievements


· Participated in all Kerala Kho-Kho tournament, 

· Part of various cultural activities

· Published article on Flying Machines in Top Gear magazine (October 2012).
· Held position as President of UNI-Y in YMCA Mulanthuruthy (2008 – 2011).
· Headed the HR division of AGMAN 2011, cultural fest of IIPM.
· Served as class representative consecutively for Three years (2010-13).
· Group head of Global Opportunities and Treat Analysis (Singapore 2011)   - International Seminar trip organized by IIPM Cochin.
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