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	CORE KNOWLEDGE & SKILL AREAS
HR processes & systems
-Recruitment Process
-Training and development    

 Coordination

-Employee retention and   

Motivation

-Compensation&benefits   

 Coordination

-Leave &overtime     

 Calculation

-Policy & process outlining

-HRIS applications

-HR Reports

-Document&File  

  Management

-Welfare activity    

 Coordination
Professional Strength

Myexperience in leading various teams has helped me


-Plan, organize and meet   

 competing demands with  

 diligence 

-coordinate, implement

and control work related

activities.

-Foster team skills and

  encourage respect for

  authority and develop

  trust

-Communicate effectively

  and be a team player with

leadership capabilities.

-In adapting to new   

  environment and grasp

new techniques quickly.
Personal Statement

A true professional within the HR field, who possesses a comprehensive understanding of the laws andregulations governing recruitment and employment.
Personal  Skills
-Competitive

-Discrete and Ethical  

Professional conduct

-Negotiation Skills

-People Management &

Leadership

-Analytical And 

 Intuitive/CreativeThinking
-Excellent communication

Skills
Personal Details

AGE, DOB :33 Yrs,3/3/1982

MARITALSTATUS:Married

VISA STATUS: Residential

Visa

LANGUAGE SKILLS:
Fluent in reading, writing and speaking English, Hindi      and Malayalam. Able to speak Tamil
	PERSONAL SUMMARY

A competent and organised individual who is able to work as part of a team and manage several priorities at any one time. Has a positive attitude, strong work ethic, and a keen desire to learn and grow within a firm. Possesses superb communications skills, and always treats people with  duerespect. As a dedicated professional fullyunderstands the importance of the HR department to any organization, and therefore aims to make any office as effective and efficient aspossible. Has experience of working in commercially focused organizations.
Professional Experience: 


Worked as Personnel/HR Executive at Homes R Us(division of Lals group of companies),UAE from Dec 2011 to April 2013

(Reason for leaving: Maternity reason)
Has been part of Human Resources practices and objectives that provided an employee oriented, high performance culture that emphasized empowerment, quality, productivity and standards, goal attainment and the recruitment and on-going development of a superior workforce.

Responsibilities:

· Recruitment coordination for Homes r Us stores in an efficient and effective manner 

· Coordinated, negotiated and liaised with employment and advertising agents on service fee, advertisement.
· Responsible for conducting preliminary interviews,scheduling,coordinating for further interviews 

· Carrying out background and reference checks on prospective employees, issuance of offer letters

· Completing joining formalities, collecting  mandatory documents

· Maintaining updated staff records

· Coordinating with PRO's for staff visa renewals, labourcontracts, cancellations etc.

· Leave management, managing the process of leave application, maintaining leave records and coordinating with the travelling coordinator for the same

· Welfare activity coordination

· Initiating disciplinary action

· Handling certificates like salary certificate, experience certificate etc

· Deliver generalist HR support and advice to staff

· Provide timely HR reports to management including manpower status, leave status etc

Worked as HR Executive for Vision Safety LLC, UAE from February 2011 to June 2011.
Fostered a teamwork/open-door environment conducive to positive dialogue across the organization. Has been able to coordinate the implementation of services, policies, and programs and also assist and advise company managers about Human Resource issues.

     Was able to develop an employee-oriented company culture that emphasized quality, continuous improvement, high performance and Personal ongoing development.fulfilled a broad range of HR functions, including recruiting and training employees, administering benefits, overseeing disciplinary action and managing HR records., resolved conflicts and performed exit interviews
Responsibilities:

· Recruiting and staffing 
· Conducted interviews up to Senior Executive levels. Arranged interviews for Management levels. 

· Conducted orientation program for new employees.

· Ensured employment and compliance to regulatory concerns and reporting.
· Attended to employee grievances and complaints and provided guidance when necessary.

· Ensured employee safety, wellness and welfare

· Prepared OT and attendance summary to support Payroll Calculation.

· Reviewed, updated and maintained proper filing of insurance policy, performance appraisal form and training schedules.

· All license renewals, insurances and Government related works.

· Visa renewals, Medicals, Leave Processing, Air Tickets etc of employees.

· Formulating HR Policies in consultation with the management

· Updating and maintenance of HR records 
PEOPLEPlus Professional Services Pvt.Ltd, Bangalore, INDIA

Worked as Resource Executive at PeoplePlus Professional Services Pvt.Ltd, Blore, India for one year


Worked as a catalyst in the recruitment solutions industry by striving consistently to meet and exceed client and candidate expectations through constant learning and innovation.

Achievements 
· Has been successful in recruiting talented professionals for key positions in  the IT  sector
· Key accounts management
· Conducted and organized full recruitment life cycle to hire and retain best talent which included writing and posting of jobs, performed telephone screening interviews, conducting interviews, performed background checks and negotiated contracts.
· Contacted hiring managers and potential candidates to  successfully recruit and  place job requisitions

EQURA Consulting, Bangalore, INDIA

Worked as HR-Executive ITES division at EQURA Consulting,Blore, Indiafor a period of six months         

JOB PROFILE

· Receipt of job and skills profile from clients

· Sourcing and Screening of Profiles for end to end Client needs.
· Short-listing of Profiles based on the Skill Set Provided. 
· Co-ordinate Interviews based on the Client Requirement. 
· Coordinating & scheduling second level & final interviews
Institutional Marketing for Professional Educational Center,Kerala,INDIA

This experience with a leading entrance coaching center helped me in-

· Enhancing presentation and marketing skills

· In convincing aspiring higher secondary school students to attend a mock entrance test conducted by the institution

Academics: 


· Master of Business Administration: 

With HRM and Marketing as areas of specialization from DMS, 

Kannur University, Kerala, INDIA 

· Bachelor of Business Studies:

BBS from Govt. Brennen College, Thalassery
Project (Academic): 


“Customer Satisfaction” with reference to Sobha Developers Pvt. Ltd., Bangalore,INDIA

This two-month placement project helped me-

· Understand customer relationship from organization as well as customers end in the light of changing industry parameters 

· Gain practical exposure to a number of marketing functions.

Implant training at RUBCO HUAT LTD., Kerala,INDIA

· The aim of the study was to have a practical insight into the various functional aspects of the organization.

Implant training at TEXPORT GARMENTS, Bangalore,INDIA

The study has helped me build on-

· The knowledge of functional aspects of production, HR, Merchandising, Quality assurance and purchase.

· An overview of export-import related aspects.
Interests & Activities:

Delivering of social  services as  a  part  of  fulfilling my social  obligation  has  been possible through my role as President  of   SPICMACAY and  Vice - President  of OISCA International of Brennen College Unit, Kerala , INDIA.

As a realistic artist specializing in oil painting I have been able to actualize my creative aspirations through painting exhibitions in Bangalore, INDIA

Undertaken editorial roles for college magazines

As a participant in mock parliament and various art festivals at school, college and University levels, I have been able to explore my competitive skills.
Participated in ‘Industry Institute Interface Programme’ and ‘The National Seminar on Commerce Education’ conducted by Kannur University Kerala,INDIA.

Attended various management meets, guest talks and seminars conducted by The Department of Management Studies, Kannur University.



