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Career Objective:
To pursue a challenging career in the Human Resource Management in the Corporate field and be part of a progressive organization that gives me scope to enhance my knowledge, which provides professional growth while being resourceful, competent, innovative and flexible.
Professional Summary:
MBA (Master of Business Administration) graduate with 2.9 years of experience in managing the Human resources of the company, dealing with various management activities and employee related activities.
HR SKILLS

	Staff Recruitment & Retention
	HR Policies & Procedures

	Employee Relations
	
	Induction, On-Boarding

	Training & Development
	Performance Management

	HR Executive
	Bhilwara Infotechnology Limited
	26th Feb 14 to 10th Apr 15


Roles & Responsibilities:
· Conducting background verification and releasing offer letters to the selected candidates. 
· Induction and on boarding. 
· Completing joining and bank formalities for newly joined employees. 
· Issuance of ID card for all employees. 
· Documentation Process of new and existing employees, updating in HRMS. 
· Updating bank records, new joinee and resignee details, and insurance details on regular basis. 
· Timely administration of salaries, incentive & other employee payouts. 
· Handling employee grievances on daily basis. 
· Consolidation of timesheets of associates. 
· Tracking Attendance and leave. 
· Prepare weekly and monthly MIS report. 
· Conducting Exit interviews. 
· Compliance of HR Practices & policies in conjunction with management pertaining to exit, F&F settlement & induction. 
· Taking care of office administration, ensuring the smooth functioning of day to day activities. 
· Lead the cultural committee, preparation of budget, organizing of fun activities and games. 
· Circulation of emails for Birthday Wishes and daily motivation quotes. 
· Organizing RNR (Reward & Reorganization) ceremony on Monthly & Quarterly basis. 


Staffing Specialist
Anzy Careers Pvt Ltd
05th Aug 13 to 10th Feb 14
Roles & Responsibilities:
· Taking care of internal recruitment of IT Recruiters. 
· Providing 1st level training on recruitment to IT Recruiters. 
· Gathering requirements from the team leader. 
· Posting Jobs, sourcing resumes through Job Portal, networking sites and through references. 
· Sending Letter of Job Opportunity, Interview Call Letter 
· Screening and Selecting best matched Profiles suited for the job. 
· Taking Telephonic Interview, briefing Candidates regarding the JD, Company Profile Career Perspective. 
· Taking References and building a long-term relationship with Candidates. 
· Coordinating with clients in the process of interviews. 
Site in Charge (HR-Operations)
Mascot Engitech Pvt Ltd
21st Oct 10 to 5th Nov 11
Roles & Responsibilities:
· Preparation of Job Description based on different requirements from different departments. 
· Handling Recruitment & Selection. 
· Attendance, Leaves and policies. 
· Providing training on safety measures to the new joinees (on the job training, classroom training) and demonstrate leadership within the team to keep them focused on the end result. 
· Coordination with management & departments 
· To Manage resources working on Machinery and Material and look after them to complete the work within the Planned Date. 
· Preparation of documents like: 
· Daily Work Reports 
· Man-Power allocation records. 
· Co-ordinate with the client and department heads to qualify the job at the time of QC-check. 
Area of Interest:
· HR Generalist 
· Employee Relations & Grievance handling 
· Training & Development 


Academics:
· MBA in Human Resource Management from Srinivas Institute of Technology, Mangalore, Karnataka, affiliated to VTU with 66%, during 2011-2013. 
· B.E. in Mechanical Engineering from Adhiyamaan Engineering College, Hosur, Tamil Nadu, affiliated to Anna University with 66%, during 2006-2010. 
· Higher Secondary (Kerala State Board) in Kadambur Higher Secondary School, Kannur, kerala, with 78%, during 2004-2006. 
Academic Activities:
· Secured second place in Best Management Team CUSAT, Cochin, Kerala. 
· Event Coordinator of various management events. 
Strengths:
· Self confidence and Team spirit. 
· Quick Learner and Presence of mind. 
Hobbies:
Gardening, listening to music.
	Personal Profile:
	
	

	Date of Birth
	:
	05th May 1988

	Nationality
	:
	Indian

	Gender/ Marital Status :
	Male/ Single

	Languages Known
	:
	English, Hindi, Malayalam, Tamil, Telugu and Kannada.

	
	
	

	Current Location
	:
	Abu Dhabi(ready to relocate) – On Visiting Visa available

	
	
	


Declaration:
I do hereby declare that the information furnished above is true to the best of my knowledge.
Place: Abu Dhabi, UAE
yours faithfully
Date:

