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Summary

Young, ambitious and highly motivated individual having over 6 years of work experience in areas including HR, Operations & Office Administration. Holding a Post Graduate Degree in Management (MBA), an accomplished and effective communicator, with excellent decision making skills and networking abilities, and can work well under pressure.

Career Objective

To achieve a professionally challenging position with a company that gives me an opportunity

to render creative solutions and quality services for the progress of the company, which will be

Mutually beneficial for my career growth

Work Experience
Chemmanur Credits & Investments Ltd (From August 2011 to January 2015)
Designation: Asst. Manager HR

CHEMMANUR CREDITS AND INVESTMENTS LIMITED (CCIL) was promoted by Chemmanur International jewelers Group and it is a leading NBFC in Kerala which provides Gold loan, Money Transfer and Investment products. CCIL is a Finance company that caters to the financial needs of the retail and institutional customers.
· In charge of Recruitment Activities

· Co ordination of the Joining Formalities

· Preparation and Issuance of Offer letter, Appointment Letter, Confirmation Letter, Warning Letter, Experience/Employment Certificates &Pay slips

· Calculation of Attendance & Leaves

· Preparation and verification of the payroll data and processing the Salary

· Co ordination of  Corporate Salary Accounts with Banks

· Handled Statutory compliance 

· Issuance of Temporary /Permanent ID Cards. 

· Handled Grievance

· In charge of Employee Communication Activities

· In charge of Employee Engagement Activities

· Created/Developed/Implemented various HR Policies

· Created Employee Hand Book

· Developed Organizational Chart

· Developed Employee Grading Structure

· Revamped the entire MIS Structure. Keeping Record of various HR Activities/Maintaining MIS
· Handled Exit Interviews/Separations

ADMIRAL SOLUTIONS PVT LTD (From 2009- 2011)
Admiral Solutions Pvt Ltd. is the one and only electronic safety/security provider in Kerala dealing with all major international brands like Bosch, Tyco, GE Honeywell and Samsung.

· Handled HR Activities Such as Maintenance of Leave Record, Personnel Files, pay slips

· Handled the recruitment process

· Downloaded and Sorted resume as per requirement of the Organization

· Interacted with Short Listed Candidates for telephonic Interviews

· Scheduled interviews as per the convenience of HODs.

· Co ordination of Walk-IN’s

· Handled Day to day Bank Transactions

· Maintenance of  Inventory of Stationary

· Arranged International and Domestic Travel for the CEO and all Managers

· Arranged Accommodations for Visitors

· Vendor Coordination and Payment Follow up

· Maintenance of All Employees Personnel Files

· Positive and effective Working Relationship with Internal Employees

· Maintenance of  the whole data’s of the existing client’s

· Maintenance of  House Keeping and Security

HCL INFO SYSTEMS (2007-2009)
HCL Info systems Ltd. is India’s Premier Distribution and IT Services and Solutions Company. HCL Info systems’ has one of the largest sales & distribution network in the country and provides value added distribution for partners including last mile connect and support in marketing and promotions for Telecom, IT , Office Automation and Consumer Electronics products covering more than 15000 towns across 664 districts in India. Handled day-to-day administrative functions of the organizations

· Computerized Quotation and Purchase Order Preparation.

· Maintenance of Leave Record, Personnel Files, Head Counted Pay slips

· Maintenance of House Keeping and Security

· Vendor Co ordination and Payment Follow up

· Maintenance of all Employee’s Personnel Files

· Responsible for all Telecommunication related issues

· Maintenance of Air conditioners, Telephones and other electronic Equipments

· To maintain proper records of the Company’s assets

· Responsible for transport facilities for employees

· Responsible for seat allocation to all newly joined Professionals

	Academic Qualification

	Year
	Institute/University
	Course
	Specialization

	2005-2007
	Anna
	MBA
	HR& Finance

	2002-2005
	Kerala
	B Sc
	Mathematics

	2000-2002
	Kerala HSE
	+2
	Science

	1999
	High School (10Th)
	SSLC
	


Core Competencies
· Managerial qualities

· Ability to face challenges
· Good communication both written & verbal

· Creative & Innovative

· Hard working Result oriented – Able to work well under pressure

· Committed to deadlines & schedules

· Confident at work and ready to accept challenges

Soft Skills
· Exceptional skills in project/ time management, organizational and prioritizing Tasks 

· A team player with strong communication, interpersonal, social and research skills 

· Enthusiastic to share/ develop/coach and mentor

· Self Discipline  & Trust worthy

· Expert in MS-Excel/Word/Outlook Office 
· Excellent behavioral skill

Personal Details

Date of birth     : 15th January 1984

Nationality        : Indian

Religion              : Hindu

Marital Status   : Married

Languages Known: English, Malayalam, Hindi and Tamil

Visa Status: Uae Visiting Visa 
Interests & Activities: Public Services, Dance, Trekking

Currently include: Acting, Music, Anchoring 
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