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Objective: 
To associate with an innovative and vibrant organization, that allows me to put my competencies to the best use and add value to the organization which contributes to my overall growth as an individual.

Personal Strength: 
Communication Skills, Confident & Positive Attitude 
Education Qualification:
A] 2012: Master of Business Administration (Human Resource and Marketing) from Bharathiyar University, Tamil Nadu, India. 

B] 2010: Bachelor of Hotel Management (BHM) from Mangalore University, Karnataka, India. 

Computer Skills: 

Good knowledge of MS Word, Excel, Power Point and Internet Communication
Work Experience: 
A] HR Manager, September 2013 to March 2015, NIEA, Bihar, India. An NGO running various schools, hostels (Child Care Departments), multi-specialty hospital, home for disabled etc, as from 18th September 2013 to 15th March 2015.
Awards & Recognitions:
· Received memento in appreciation of Dedication, Enthusiasm, Co-Operation & Hard Work from NIEA, during the period 2014 – 2015.
Responsibilities 

1. Recruitment

· Responsible for  the  recruitment process in the organization

· Worked on Job Descriptions

· Screening & Short listing of Profiles

· Scheduling Interviews

· Coordinate on the staff Joining Formalities

2. Performance Management:

· Preparation of guidelines for Performance appraisals

· Co- ordination with head of departments

· Communication & Roll out of the performance appraisal & increment letters to employees


3. Salary/ Pay Roll:

· Calculation of salary, salary negotiations & follow ups

· Salary Details for New Joins to be provided to the Accounts Department

· Processing of the Leave Management

· Non Standard Payments

· Final Settlement

4. Employee Relations/Grievances:

· Handling Grievances of Employees

· Counselling the employees

· Manage employee turnover

· Organizing cultural events & activities for Employees during festivals

· Monitor and Control HR Programs Focused on improving Staff Motivation


5. Compensation & Benefit:

· Coordination & Administration of the Annual Salary Review Program


6. Others:

· Maintenance of Staff Records

· Updating Records and Maintaining HR Data Base

· Dealing with Staff Insurance with an Outside Organization

B] Management Trainee at Ajax Management Consultants Pvt. Ltd, Bangalore
During my training at Ajax Consultants, I was given exposure to the following areas


1. Recruitment: 

· Searching the database/web/jobsites to source out the required resumes /cv 

· Speaking/Emailing to the screened/short-listed resumes and checking their availability and interests 

· Sell and forward the interested candidate resumes to clients against requirements with the help of senior recruiter (recruitment team) 

· Training the candidates on interview pattern and interview tips for all the rounds of interview 

2. HR Generalist:
· Taking Care of Joining formalities of the Employees 

· Co-ordination with the new jonnies of the internal employee 

· Issuing the Offer Letter and explain the salary details 

· Employee Relationship 

· Handling Exit Interview 

3. Projects (Academic projects):

· Master of Business Administration - ‘A study on Quality of Work Life in MRF,  Kottayam’

· Bachelor of Hotel Management      - ‘Fabrication of different grain bread’.
Achievements:
· Successfully completed the requirements to be recognized as “International Behavior Science Certified Professional” by Management Assessment and Certification Pte. Ltd., Singapore. 
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· Attended “Entrepreneurship Awareness Camp” organized by Hindusthan College of Arts and Science, Coimbatore and Entrepreneurship Development Cell of Dr. G R Damodaran College of Science on October 7 to 9, 2010

· Attended Regional seminar on “Entrepreneurship - Opportunities and Obstacles” organized by Sarosh Institute of Hotel Administration, Mangalore on 17th March 2010.
Extra-Curricular Activities:
· Undertook as event coordinator for a Personality development program, “Anastasis - Transforming Youths to Useful Citizens.” 
Personal Details:
· Date of Birth            :  16.02.1989
· Nationality               :  Indian
· Marital Status
   :  Single
· Languages Known
   :  English, Malayalam, Hindi
