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CAREER GOAL

A competent professional with nearly 3 years of experience in Human Resource with the various roles of the stream. Much interested with the team working and delivering the summarized and accurate information to the management in order to take the efficient decisions for business profitability and growth. 
CAREER RECITAL

Muthoot Securities Limited, Kochi   from 11th August 2011 to 17th May 2014
Designation – Executive-HR 

Company Profile:

Muthoot Group is one of India’s largest financial group of its kind with business interests in 16 diverse fields, a network of over 4500 branches nationwide, and serving 1000 million customers across the country. Muthoot Securities Ltd is a subsidiary of Muthoot Group, emerge as a financial supermarket for its diverse customers, into securities trading space making it a natural progression of its significant presence in Wealth Management Services. 
Expertise Include:

· HR Policies and Procedures

· Staff Recruitment, Training and development 

· Employee relations

· Benefits administration

· HR Program/Project management

· Monitor team coordination

· Ensure efficient man power

Accomplishments
· Implementation of HRMS (Support Level) 
· Implement employee grievance management system

· Implement employee welfare fund 
· Introduction of HR Policies and Procedures (Support Level) 

· Coordinated the Implementation of digital signature for statutory requirements.

Professional Experience

Payroll
· Monitoring and verifying the payroll of all employees and prepare the salary statement & reconciliation of the same.

· Updating the leave details in the leave master & Increments and keeping the safe custody of the same

· Coordination with branches to collect the leave details and ensure the deduction of the same

· Calculate late punching from the report of branches and Head Office

· Ensure proper follow up and coordination with IT for the updation and improvement of Biometric system.

· Calculation of incentives and arrears

· Ensure proper deduction of advances and loans.

· Managing the exit formalities and calculation of final payments including PF and gratuity.

Recruitment & Training

· Sourcing candidates and preliminary screening of their credentials as per requirements.  

· Updating manpower requirement  

· Coordinating interviews, video conferencing and issuing offer letter to the selected candidates.
· Completion of joining formalities.

· Creating the HRMS IDs for the new staff &Responsible for Creation, Updating and safe keeping of the personal files
· Identify training needs and formulate the training calendar and co-ordinate with internal/external trainers for organizing training programs
· Coordinating the initial training for new recruits, Product Training and Certification Training. 

· Proper exam intimation after checking NSE Seat availability ,Maintain Registration and Salary Deduction Forms
· Invite feedback from trainees and utilize information collected for incorporating improvements in future training sessions. Compilation of training feedback
· Arranging the Campus recruitment and coordination of various formalities.
STATUTORY
· Overview and monitor all the works related to PF like PF challan processing from PF site, sending of nomination forms and settlement forms to PF office and other related works.
· Updating the Professional Tax slab rates and salary range in the software; prepare the biannually return for Professional Tax.
· Coordination with Labour Office for the payment of monthly contribution of Welfare Fund and all other activities related including monthly report submission of joiners and resignees, documents to be 
Submitted at the time of inspection etc.
Professional Qualification 
· MBA -HR – Bharatiar University Coimbatore, (Awaiting the results)  
· NSE Certification – Capital Market    
 Academic Qualification
· MA- ECONOMICS – Mahatma Gandhi University, Kottayam – 2007-2009

Project: School education in Kerala, A comparative study of Private and Government schools
· BA-  Economics - Mahatma Gandhi University, Kottayam – 2004 -2007 

· XII, Commerce- Kerala State Board- 2002-2004

· X- Kerala State Board – 2002 
IT Skills

· Well versed with MS Office Packages
Training Attended

Attended training related to MS Office, Staff Motivation & NSE Certification 

         Personal Dossier
· Date of Birth             :-   17-05-1987

· Sex                            :-   Female
· Marital Status
          :-   Married 
· Nationality                :-   Indian

· Language Known      :-  English, Malayalam, Hindi, Tamil
· Hobbies                     :-  Music, Friends & Reading
· Visa 

          :-  Visit Visa 
[image: image1.png]




[image: image3.png][image: image4.jpg]


