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OBJECTIVE
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To secure a managerial position in HR, with a reputed organization, where I can enhance my managerial skills to develop quality work force, improve organizational ability and aspiring to contribute added-value to the corporate goals.
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  CAREER PROFILE DUBAI
Jan-’15 to present      HR Executive- Vishal Management Consultancy.
INDIA
Jun ‘12 to Jun ‘14         HR Executive- Narayana Healthcare.
EDUCATION
MBA- Master of Business Administration in Human Resources and Financial
Management - India
B.Sc- Bachelor of Science in Biotechnology- India
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HR PROJECT
Organization:  Chennai International Airport, Airports Authority of India. Title:                  Quality of Work Life.
Aim:                     To evaluate the quality of work life of the employees on various aspects at the Airports Authority of India, Chennai, and to know the various welfare activities and other benefits which, helps to bring a better quality of work life.
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  HR training
Advanced Corporate Practical Training in HR- HR House, Bangalore, India.
Core HR Areas, Recruitment & Manpower Planning, Policy Implementation, Advanced excel Reports, PMS, Payroll Software, Labor Laws, P.F, E.S.I & P.T, Payroll Processing, TDS, Tax Planning for Employees, CTC Designing.

JOB PROFILE:
HR Executive- Vishal Management Consultancy, Dubai. (Jan’15-Present)
o
Organizing, managing, coordinating, and directing the operations and functions of the personnel department across the group.
o
Maintain the work structure by updating job requirements and job descriptions for all positions.
o  Appropriate updating of vacancies in the Website, Job Portals & Social Networks.
o  Establishing a recruiting, testing, and interviewing program.
o
Responsible for developing policies and procedures relating to the staff employed in the organization.
o  Analyze training needs.
o
Developing sources of recruitment by tie-ups with various manpower consultants and colleagues to ensure timely supply of manpower.
o
Also responsible for ensuring the skill matrix is updated and the data is consolidated and reported to the Managing Director on a monthly basis.
o
Serve as a link between management and employees by handling questions, interpreting and administering contracts and help resolve work-related problems.
o  Visa Processing for the selected candidates.
o
Issue  of  Offer  Letter,  Induction  and  orientation  for  the  new  joiners,  Issue  of  the employment documents, Documentation and Managing employee records.
o  Compensation and Benefits.
   HR Documents:
o Drafting of Agreements, Letters and Business proposals, Brochures.
o Service agreement for local & overseas recruitment.
o Demand letter, Power of attorney, Specimen employment contract
o Memorandum of understanding.
o HR Forms- Training, Induction, Orientation, Leave etc.,
o Management information system.
   Business Development:
o
Joint ventures on local & Overseas Recruitment with client companies for their Project manpower requirements of white & blue collar categories.
o Tell-Marketing & Mailing.

o
Meeting  Managing  Directors  &  chief  executives  of  various  industries  for  business proposals.
JOB PROFILE:
HR Executive- Narayana Healthcare, Bangalore, India (Jun’2012-Jun’2014)
o  Manpower Planning.
o
Job  Advertisements  by  various  means,  Sourcing,  Screening  &  matching  the  Profiles based on Job Description & Specification (Job Design)
o
Interview schedule, Follow-Up, Conducting Telephonic Interview, assisting, organizing and coordinating with the senior management and various department heads in the selection process.
o  Joining Formalities and Settlement Process.
o
Issue  of  Offer  Letter,  Induction  and  orientation  for  the  newly  joiners,  Issue  of  the employment documents, Documentation and Managing employee records.
o
Weekly  updating of New Joiners  Database  to the SAP  and IT Team for  the further enrollments.
o
Assisting the branch executives in supplying Joining & training kits, Uniforms, Monthly meetings resolving queries on work place.
o  Arranging monthly meetings for the HR Executives of various branches at the corporate.
o  Processing payroll and designing CTC.
o  Preparing summary of new joiners and resigned employees.
o  P.T.,  P.F.,  E.S.I.,  -  Calculations  &  remittances-Payment  challans,  monthly/annual
Returns, PF Transfers and Settlement Forms.
FUNCTIONAL COMPETENCY:
o
Ability to analyze organizational behavior as well as human behavioral characteristics and motivations.
o
Professional  demeanor  with  the  ability  to  exercise  discretion  and  good  judgment  in handling sensitive and privileged information.
o  Ability to work in fast paced environment.
o  Self-motivated to initiate and complete wide variety of tasks with minimal supervision.
o  Ability to take initiative and to commit to uncertain and often demanding work schedule.
o
Ability  to  multi-task  and  prioritize  workload  and  be  flexible  enough  to  reprioritize workload as necessary.

Attributes:
o  Professional approach and flexible attitude.
o  Self-starter, organized and detail-oriented.
o  Confident personality that respects and works well with others.
o  Dedicated and approachable, treats employees with politeness and discretion.
Core skills:
Management Skills: Leadership, People Management, Communication & Collaboration
Skills.
IT Skills:                       Diploma in computer Application (D.C.A)-MS Office: Word, Excel, PowerPoint; Languages: C, C++;
PERSONAL                                                    PASSPORT
Date of Birth: 24-10-1989                             
Nationality   :  Indian                                                 Place of Issue:   Madurai
Marital Status: Married                                             Date of Expiry: 24-08-2024
Languages known: English, Tamil, Malayalam                    Visa: Residence (Transferable)
DECLARATION
I  hereby  declare  that  all  the  mentioned  above  is  true  to  the  best  of  my  knowledge. References can be provided upon request.

