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OBJECTIVE
To obtain an HR executive position to utilize my abilities and develop my skills that offers security and growth for me and my employer. 

EXPERIENCE SUMMARY

Worked as an HR Executive in Advance IT & Power solutions PVT LTD. Cochin, Kerala from 2nd September 2013 to 2nd August 2014.
  Job profile: 

           HR Activities

·  Coordinating for attendance. 

· Coordinate all Recruitment, Selection, Induction, Performance Review

· Creating awareness of Policies and Practices of company to the newly joined employees

· Issuing of offer letters & appointment letters.

· Responsible for all joining & closing related activities and documentations of employees

· Salary account opening & updating

· Assist the Management in coordinating employee development activities

·  Maintaining leave records and personal records. 

· Responsible for recruitment-joining induction formalities.

·  Organizing training as per requirement.

· Issuing ID cards for the employees

· Arrangements Training for the employees, Career development activities etc.

· Co-coordinating manpower planning and ensuring healthy working environment

· Managing wage and salary administration

· Handling the employees’ issues and ensuring all the issues are resolved on time.

· Preparing the full & final settlement of  resigned employees

· Conducting exit interviews to know the reason for relieving
· Coordinating, Updating and maintaining all Performance Appraisals of employees
Worked as an HR Executive in Focuz computers (A Unit of Focuz Corporation (Pvt). Ltd)  an ISO 9001:2000 Certified Computer Sales & Service .Cochin, Kerala from 1st August -2012 to 14th August -2013
  Job profile: 
           HR Activities
· Gathering of attendance data everyday through punching machine
· Taking care of all recruitment related activities such as collecting quotations from the job consultancies, sorting and making contact with them on the basis of the companies’ conditions and policies and doing all the formalities relating to the same and follow-ups.
· Interview arrangements through the candidate providers as per the Instructions from the management.
· Assist the Management in coordinating employee development activities Plan and execute best HR practices within the company to promote a positive culture among the employees

· Issuance & arranging of offer letter, Appointment letter, Relieving letter, and Experience letters.

· Arrangements Training for the employees, Career development activities, Leave planning/grievance handling etc.

· Making arrangements for conducting induction, Training and coordinating on the job and external training for employees.

· Issuing company ID cards to the new joiners
· Salary bank a/c opening and updating
· Responsible for all joining & closing related activities and documentations of employees

· Preparation of all leave related documents, employee personal file etc

· Co-coordinating manpower planning and ensuring healthy working environment

· Managing wage and salary administration

· Issuing salary slip for the employees

· Preparing wage register, service record ,attendance register for the head office & branches

· Coordinating, Updating and maintaining all Performance Appraisals of employees

·  Handling the employee’s issues and ensuring all the issues are resolved on time.

· Preparing ESI of the employees

· Preparing PF closing form for the resigned employees.
· Conducting exit interview & doing full and final settlements of resigned employee.
EDUCATIONAL QUALIFICATIONS 

· MBA in HR & Marketing with First Class from Marthoma College of management & Technology College, Perumbavoor, Ernakulam, Kerala under Mahatma Gandhi University. (2009-2011)
· B.COM with First Class from Assumption College Changanacherry, Kottayam, Kerala under Mahathma Gandhi University. (2006-2009)
· PLUS TWO in Commerce with First Class Class under State Board of Higher Secondary Education, Kerala. (2004-2006)
SKILL SET
· Managerial skills

· Convincing skills

· Computer Literacy/ Proficiency: (Microsoft Word, Excel, Power Point )

· Friendly and Personable

· Time Management

PERSONAL PROFILE 
Age & Date of Birth: 


26, 7th November 1988
Sex: 

          
               
Female
Marital Status:           


Married
Nationality:                


Indian

Languages Known :       
               English, Hindi and Tamil
Visa status:                                                    Visit Visa, 
