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Seeking a position and opportunity to make a strong contribution by utilizing and expanding upon related education, skills, experiences and capabilities.
PROFESSIONAL EXPERIENCE

3 years of experience in Human Resource Management and Administration in Volkswagen-Cochin from Dec’2011 to Dec’ 2014. 
DUTIES & RESPONSIBILITIES  

· Prepare and modify documents including correspondence, reports, drafts, memos and emails.
· Schedule and coordinate meetings, appointments and travel arrangements for employees and managers for their Training and meeting purposes. 
· Scheduling and coordinating interviews, completing relevant documentation with seniors.
· Attracting talent through employee referral scheme, job portals, newspaper advertisements, consultants, walk-ins and headhunting etc., to optimize recruitment cost.
· Verification of documents and employment screening/background verification of new joined employees
· Issuing offer and appointment letters to the short listed candidates.
· Conducting induction programmes for newly joined employees.
· Maintain all HR files and employee information in various forms like employee database, employee CV's, review history, training records, preparing all HR letters.
· Maintain the employee attendance in Time Management System & generate the attendance through online system for the salary process.

· Coordinate with finance & IT department for monthly payroll system; make necessary entries for new joinees, separation cases, unpaid leave, salary advances, etc.
· Issuing warning letter due to continuous absenteeism, no prior intimation before taking leaves, lack of responsibility etc.
· Conduct exit interviews; prepare full & final settlement, generation of experience & relieving letters.
QUALIFICATIONS

· MHRM (Master of Human Resource Management) from MG University in 2011

· Graduation (BA Communicative English) from  M.G University in 2009
ACADEMIC PROJECTS
Title of the Project:“A study on Employee Engagement activities in MPEDA”.
Company : Marine Products& Export Development Authority (MPEDA)
IT SKILLS 

Well conversant with Microsoft Office, work extensively on Outlook Express, Internet.

Operating Systems

: Windows 95, 98, 2000 & XP




MS-word, MS-Excel, Power point

Payroll software’s                : IHRM software
STRENGTH 
· Challenging, ability to grasp easily, flexible and good sense of humour.

· Willingness to learn & accept failures to restart again more rigorously.

· Can adapt to situation fast and willing to accept challenges.
PERSONAL DETAILS

	Sex
	:
	Female

	Marital Status
	:
	Married

	Visa Status
	:
	Husband’s Visa 


	
	
	

	Date of Birth
	:
	6th April, 1988  

	Nationality

Religion
	:

:      
	Indian

Christian

	Language Known
	:
	English, Malayalam, Hindi                         


I hereby declare that the above particulars are to the best of my knowledge and beliefs.


