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	CAREER OBJECTIVE


To secure a challenging position where I can effectively contribute my skills as a HR Professional, possessing competent Innovative Skills.
	PERSONAL STRENGTHS


· Effective team worker.

· Ability to deal with people.

· Adaptable and Fast learner.

· Comprehensive problem solving abilities. 
· Excellent verbal and written communication skills and hard worker
	ACADEMIC DETAILS

	Course
	University/Board
	Year of Completion
	Aggregate

	MBA(HR)
	EIILM University 
	2014
	69%

	BBA
	EIILM University
	2012
	73%

	Diploma in Nursing
	GBT International Medical College 
	2008
	73%

	Higher Secondary
	State Board


	2006
	78%

	SSLC
	State Board
	2004
	73%


	EXPERIENCE


HR Executive at GreenMil International

July 2014 – June 2015
HR Assistant at GreenMil International

June 2013 - June 2014
Duties

· Providing clerical and administrative support to staff of the Human Resources department.

· Collecting, sorting and distributing any incoming job applications.   

· Maintaining employee personnel files.

· Monitoring the work of recruitment agencies.

· Writing up job descriptions.

· Coordinating activities between the company and outside parties.

· Developing employment related records.

· Coordinating holiday and sick pay.

· Making decisions in the absence of senior HR executives.

· Updating the HR calendar with important dates.

· Following up all human resource calendar activities.

· Directing and implementing training programs.

· Writing up human resources guidelines.

· Dealing with employee complaints and grievances.

· Negotiating advertising rates with online job boards and newspapers.

· Ensuring the confidentiality of sensitive information.

· Organising inductions and training for new employees.

· Updating employee records with holiday requests, payroll changes and any leave due to illness.

· Keeping bulletin boards up to date with current information.

· Handling new hire paperwork.

· Responding to letters, emails and general correspondence.

	PROJECT PROFILE


Project 1: Summer Project
Title:   A Study on Stress Management in TVS, cochin, India 

Project Description:  To analyze the stress of employees.     
Project 2: Main Project
Title:  A Study on Health and Safety measures in the Kerala Minerals and Metals LTD, chavara, Kerala, India.
Project Description:  To analyze the employee’s safety and health measures.

	KEY SKILLS AND COMPETENCIES




Professional

· Always looking for ways to improve and reinvent the recruitment process.

· Analyzing a company’s manpower requirements.

· Ability to interact with employees at all levels.

· Excellent interpersonal and written communication skills.

· Ensuring legal compliance in all HR functions.

· Seeing tasks through to completion.

· Staying up to date with the latest Human Resources developments.
Personal
· Can thrive in a continually changing environment.

· Able to work under pressure and to aggressive deadlines.

· Easy going and relaxed when dealing with people.

	PERSONAL INFORMATION


·  Name
:
Syam s
· Date of Birth


:
1st  January 1988
· Nationality                             :
Indian

· Marital Status


:
Married
· Religion


 :
Hindu
· Languages Known
 :
English, Malayalam, Hindi, Tamil
