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Objective 



To lead a challenging role working with responsibilities that enhances my skills and abilities and enriches my work life.
Professional Experience


Worked as a HR Assisstant:  Emizz Technology Solutions Private Ltd. From August 2013 – April 2014
· Coordination with Consultants for Manpower recruitment, giving them job description for new recruitment and to ensure from them to fulfil the requirement in particular time period.

· Responsible for entire gamut of recruitment activities for the organization using various tools like add posting in news paper, job posting on job portal, Employee Referrals etc.

· Assisting management in salary fixation of selected candidate.

· Preliminary round and coordination with the technical person or Head of the Department for Technical Interview.

· Sourcing candidates through Campus Interview. 

· Discussing the salaries issue with seniors and finally giving the offer to the candidates
· Generating various MIS Reports.
· Conducting Joining and Exit formalities (Exit-interviews,)

· Issuing of experience / Relieving letters.

· Taking other HR initiatives i.e. maintaining Birthday List and Tenure List.

· Maintaining formats for issuing any kind of records.

· Handling all exit formalities including Exit Interviews.

INDUCTION & PLACEMENT:

· Undertaking joining formalities of new joiners.

· Issuing offer letter, appointment letters and providing induction to the new employees.

· Providing company’s basic background information and reporting hierarchy to new Joiners.

· Documentation of all new appointments.

MIS
· Complete MIS of employees, MIS of resume receive through Job Posting, from consultants, referrals etc.

· Keep record of every employees personal file including qualification certificates, relieving letter of previous employer, a copy of appointment letter, application blank etc.

· Maintain daily interview status, recruitment report, joining report, and manpower list and organ gram of the Group.

OTHER HR/ADMIN ROLE:

· Arranging the Birthday party or any event into the office.

· Issuance of notice/circular into the office.

· Take care of House-keeping activities into the office.

· Work as a mediator between different departments for smooth functioning.

EMPLOYEE RELATION & RETENTION:

· Maintain Relation with the employees.

· Handling employee’s queries and grievances.
· Coordinating with management regarding employee issues.

· Preparing different Reward systems to boosts and encourages employees.
HR Executive: Saaiesh group, India, 

From June 2014 – Till Present 

· Handling Recruitment & Selection

· Designing the HR Policies & implementing the same.

· Coordination with management & departments

· Employee welfare & Relation

· Visiting branches on weekly basis

· Performance Appraisals

· Handling Employee Grievances

· Induction & training to new joiners
· Conducting of exit formalities.

· Designing various JD’S of the employees.

Academic Credentials     



· M.B.A in Human Resource and Marketing from P.G.P College of Engineering and Technology affiliated to Anna University, Chennai. Batch (2011 - 2013)
· B.Com from B.A.M College, Kerala affiliated to M.G.University. Batch (2008 - 2011)
· H.S.C from Noel Memorial Higher Secondary School , Thiruvalla , Kerala (2006 – 2008) 
· S.S.L.C from Desouza’s School, Rourkela , Kerala (2006)
Professional Skills and Affiliation


Areas of expertise, Administration.
Language Skills: English, Hindi, Malayalam, Oriya (Read, Write and Speak) ,Gujarati (Speak) and, Tamil (Speak) , Sadri (Speak).
Training: At Rubco in Human Resource Department for a duration of three months from Feb’ 2013 to April’ 2013 and completed a project on ‘Training and development’.
Strengths: Leadership skills, Presentation and interpersonal skills, Communication skills.
Computer Skills: Microsoft word, Microsoft PowerPoint, Microsoft excel, Internet, 
Achievements: Achieved prize in Paper competition conducted at Ganesh College, Salem, 
Interests: Participating in group discussions, Sports, Being part of Social Service.
Personal Details: 


Age 25 years,
 Born in Chengannur, Kerala, 
Permanent Residence at Kerala, India
Currently residing in Chennai, India 
I hereby declare that the above furnished information is true to my best of knowledge.
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