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Objective
As an experienced HR professional, I would like to utilize my earlier experience and knowledge in HR field by contributing to the progress and advancement of the firm, I would be putting my best use of my knowledge and experience while taking important decisions related to the company and for the people associated with it.
Professional Experience and Significant Achievement
Position: HR & Overseas Recruitment Officer (Singapore)
Organization: Nityo Infotech Services Pvt. Ltd., Chennai, Tamil Nadu, India. 

Period: February 2013 till date. 

Job Profile
· Meeting and understanding the selected candidates before sending to Singapore.
· Mitigating risk by keeping organizations complaint with federal, state and local labor laws and regulations.
· Co-ordinate with head office HR staff or entire departments, such as benefits coordinators, payroll, wellness, recruitment and placement specialists and training and development personnel.
· Implement strategic organizational change to increase productivity and employee satisfaction.
· Use data and analysis to solve real-world HR problems.
· Demonstrate advanced financial management and budgeting skills.

· Structure competitive benefits packages, and measure their success.
· Implement strategy to maintain the international standards as per government regulations. 
· In charge of doing all travel arrangements and accommodation with the help of Singapore office admin.
Position: HR & Compliance Officer
Organization: My Locum, London.

Period: April 2012 to January 2013. 

Job Profile

· Provide information on NHS trust and locum policies, procedures, guidelines infrastructures, systems and processes which will ensure the organization is able to meet its statutory, regulatory and NHS compliance requirements.
· Supporting the Audit and Compliance Lead in administering the policy management arrangements.

· To support the development of internal compliance monitoring processes and be a core member of the internal inspection and spot check auditing team. 

Position: HR Officer & Executive PA
Organization: Energy Solutions, London.

Period: April 2011- April 2012. 
Job Profile

· Provide essential operations at executive level for the purpose of expressing the business as well as determining various organizational issues.
· Set up several innovative presentation compensation curriculums such as structural development, administrative guidance with instruction and distribution curves.

· Initiated management motivation curriculums.

· Provide and administrate new Human Resource policies.

· Handling surveyor’s issues related to deals.
Position: Administrator & Resource Officer 
Organization: My Locum, London.

Period: March 2010 to March 2011. 
Job Profile

· Provide advice and assistance to the clients.

· Planning activities within a department, co-operating with other departments and external clients.
· Monitor scheduled absences such as holidays or travel and coordinate actions to ensure the staff absence has been adequately covered off to ensure continuity of services.

· Provide information and assistance to staff, supervisors. 

· Perform other related duties as required.

· Contact Doctors by phone and obtain contact details and preferences.

· Respond to the queries about the services provided by the locum.

· Maintain records of telephonic interactions and mails from clients.

· Follow- up on initial contacts.

· Data entry and maintenance of potential data bases and references.
Position: Administration Officer & PA
Organization: Mina Pipe Trading Est., Abu Dhabi, UAE.
Period: July 2009 to January 2010.
Job Profile

· Coordinate staff recruitment and selection process in order to ensure a timely organized and comprehensive procedure is used to hire staff.

· Provide advice and assistance when conducting staff performance evaluations.

· Prepare agendas and organize staff training sessions, workshops and activities.

· Read and analyze incoming memos, submissions, and reports in order to determine their significance and plan their distribution.
· File and retrieve corporate documents, records, and reports.
· Perform general office duties such as ordering supplies, maintaining records management systems, and performing basic bookkeeping work.
· Conduct research, compile data, and prepare papers for consideration and presentation by executives, committees and boards of directors.
· Compile, transcribe, and distribute minutes of meetings.
· Meet with individuals, special interest groups and others on behalf of executives, committees and boards of directors.
· Prepare invoices, reports, memos, letters, financial statements and other documents, using word processing, spreadsheet, database, and/or presentation software.
· Review operating practices and procedures in order to determine whether improvements can be made in areas such as workflow, reporting procedures, or expenditures.
Position: Administrative Officer
Organization: Cauvery College of Engineering & Technology, RANA Educational Trust, Trichy, Tamil Nadu, India. 
Period: May 2008 to June 2009. 
Job Profile
· Manage the operational and fiscal activities of the department to include: staffing levels, budgets, and goals. 
· Plan and develop systems and procedures to improve the operating quality and efficiency of the department. 
· Carried out key administrative responsibilities related to student management with efficiency.
· Coordinate and implement solutions from process analysis and general department projects. 
· Direct staff in the development, analysis, and preparation of reports. 
· Responsible for staff scheduling to include: work assignments/rotations, employee training, employee vacations, employee breaks, overtime assignment, back-up for absent employees, and shift rotations. 
· Co-ordinate with Facilities Manager and to upgrade the institutions standards.
· Assist staff to resolve complex or out of policy operation problems. 
Position: Co-ordinator:Credit Cards (Sales Dept.)
Organization: Abu Dhabi Commercial Bank (ADCB), Retail Banking, Credit Cards, Dubai, UAE. 

Period: May 2007 to March 2008.
Job Profile

· Reporting to VP credit cards dept, Co-ordinating and Assisting. 
· Representing for ADCB Credit Cards sales team regarding all aspects of recruitment with Outsource Channels.
· Supported sales team by preparing quotes, agreements and other documents with regard to sales.
· Organized and styled effective presentation for payroll catalog.

· Maintaining records of Personal loans, Auto Loans, Housing Loans and processing NRI Accounts and Axis Banking.

· Co-ordinating with Sales Managers, direct sales team and other outsources channels and all interrelated departments of retail banking sector.

· Maintaining track records and preparing the daily sales trend of pan UAE.

· Managed counter sales representative and to provide MIS (Management Information System) reports.

· Preparing Monthly sales reports, decline reports with detailed reasons.
· Leads Management: Allocation, execution and maintaining feedback.
· Performs various admin-related office works to ensure compliance with requirement of office administration such as assisting in facilitating meeting.
Position: HR Development Manager 
Organization: Unicard Technologies, Chennai, Tamil Nadu, India. 
Period: February 2006 to March 2007.

Job Profile

· Planned, developed and implemented a strategy for HR, including quality procedures, contracts, training and development.

· Ensure other departments understand all necessary aspects and needs of HR development, objectives, purposes and achievements.

· Managed and planned the restructuring of the Business Development Group at Unicard Technologies.

· Held a position within the top management team, helping to determine broad corporate objectives.

· Implementation of Standard Operating Procedures (SOP) for successful Project Management.

· Managing variety of projects & delivered high-profile projects to demanding standards of time, cost & quality.

· Presented paper on Emerging Technologies for Digital Future: Smart Card Solutions to the participants of National Workshop held at Indian Institute of Technology (IIT) Madras, Tamil Nadu.

Educational Qualifications 

· MA (IHRM) International Human Resource Management 
      Royal Docks Business School, University Of East London (UEL), UK
February 2010 - June 2011; Aggregate: 54% (Pass)
· MBA (HR & Marketing)
Dr. M.G.R. Educational & Research Institute, Chennai, India
            August 2004 – June 2006; Aggregate: 84% (University 3rd Rank)
· Diploma in International Travel & Tourism Studies
            Premier International Academy, Chennai, India
            Jan 2006 - May 2006; Aggregate: 93% (Distinction)

· BBM (Bachelor of Business Management)
VLB Janakiammal College of Arts & Science, Bharathiar University, India
            July 2001- May 2004; Aggregate: 59% (Pass)
Research Project

· Cochin Shipyard Ltd, India

            Topic: Organizational study covering all functional areas of the organization

            Period: May-June 2002
· HMT Machine Tools Ltd, India
Topic: Research project on CAREER DEVELOPMENT PROGRAM
Period: Jan-March2004
· PVH Steels Pvt Ltd, India
Topic: Organizational study covering all functional areas of the organization
Period: Jun-July2005
· Srilankan Airlines, Chennai, India
Topic: COMPARATIVE STUDY about HOLIDAY PACKAGES OFFERED by COMPETITORS of SRILANKAN AIRLINES.
Period: Feb-May2006
· A dissertation on the factors affecting expatriate failure rates in international assignment within Indian Software Companies. 
Period: Feb - May 2011
Personal Strengths
· Excellent in understanding situations.
· Easily Adaptable and Flexible.

· Having Positive Attitude.

Computer Awareness
Computer Application, Photoshop, Basis of Electronics and Computer Science, Office 2010, Outlook, Oracle FLEXCUBE, MIS, LAPS
Personal Details

Hobbies: Travelling, Dancing, Music, Reading.
Languages Known: English, Hindi, Tamil, Malayalam, and French.

Visa Status:  Tourist     
References provided as on request.
