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	SURYA CV No 151542

	Title
	HR AND FINANCE (MBA)

	
	

	
	

	Nationality
	Indian

	Date of Birth
	25-09-1986

	Profile Summary
	Human Resource and Administration Professional with 1.5 years of career     track record within reputed organizations. Have developed excellent understanding on wide aspects of HR including Personnel Administration, HR Policies Implementation, Performance Monitoring, Payroll, Documentation, Employee Relations and Organizational Development along with rich administration experience. Possess good ability in strategic management, conflict resolution, excellent correspondence, negotiation, client relationship and numerical skills. 

	Educational Qualifications
	·  MASTER OF BUSINESS ADMINISTRATION (MBA)  2009-2011
            Main: Human Resource.
            Subsidiary: Finance.
            Mar Athanasios College For Advanced Studies (MACFAST),
            Thiruvalla                     
            Mahatma Gandhi University, Kottayam, Kerala, India.

	
	· BACHELOR OF SCIENCE (B.Sc.)Biotechnology2005–2008
BANGALORE UNIVERSITY, KARNATAKA.


	
	· HIGHER SECONDARY EXAMINATION 2002-2004
Science & Mathematics


	Professional 
Experience
	· HR ASSISTANT   (March 2012 – March 2013)
At Packaging & Plastic Industries Co. K.S.C.C  KUWAIT 
· HR ASSISTANT /ADMIN  (Aug 2011 – Dec 2011)
At  M/s. Mathewsons Industries India Limited, Kochi, Kerala, INDIA.
· HR TRAINEE             (June 2011- July 2011)
At Dutco Balfour Beatty LLC  - DUBAI 2011 


	Roles & Responsibilities
	· Act as a point of contact on all HR matters and deal tactfully with all people.  
· Provide executive personal assistance, office management, and secretarial, clerical and administrative support to employees.
· Communicate with internal departments as well as all third parties to exchange information, coordinate activities, and promptly resolve issues.
· Take part in developing strategies and carrying out group policies and procedures in collaboration with senior management.
· Strong knowledge in HR support activities including selection & recruitment of staff, personnel coordination with knowledge of public relations works.
· Maintaining personnel records and obtaining temporary staff from agencies.
· Supporting HR Assistant in maintaining employee records and files.
· Maintains human resources records by recording new hires, transfers, terminations, changes in job classifications and gathering payroll information
· Documents human resources actions by completing forms, reports, logs, and records and accomplishes human resources department and organization mission by completing related results as needed
· Deliver company induction for all new joiners.
· To ensure all new starter details are entered.
· Assist the HR department to prepare contract and offer for new joiners


	Internships, projects,
Training & certificates

	INFONET LANGUAGE INSTITUTE (March 2015)
· Certified in Advanced Communication in English authorized under Knowledge and Human Development Authority (KHDA)
DUTCO BALFOUR BEATTY LLC  - DUBAI  (June 2011 – July 2011)
· This project basically meant  to study and experience the impact on employee Welfare activities(efforts to make life worth living for workmen)
· Collecting all data’s and information from employees including various services, benefits, wages and facilities offered to employees and by the employers.
BINANI ZINC PVT LTD, KERALA                                               May 2010 
· The project study provided an excellent opportunity for experiencing the organization in its real colour. This enables to found out the correlation between the theory and real business situation. 
PUSHPAGIRI MEDICAL COLLEGE, TIRUVALLA             August 2010
· It provided an opportunity to interact with the working staffs and see them in action. It also helped to get an idea about the structure of the Hospital and to take a closer look into the functioning of the various departments in the Hospital.
LAUNCH OF A COMMUNITY RADIO STATION            September2009
· Conducted a market research survey of 200 Respondents for the launch of RADIO MACFAST 90.4 MHz (a Community Radio with a reach of 40 km) operated by MACFAST College.
· Processed the survey data and produced a report which recommended the program mix and compiled a list of prospective advertisers.


	Personal/Professional Attainments
	· Soft skill enhancement  training (3 hours a week 2010 academic year)
· Attended seminar on Employability program conducted by AFRAS Academy for Business Communication, Techno Park, Trivandrum
· Coordinator of ‘TANTRA’ 2010, a national level management fest conducted by MACFAST (Budget Rs.5,00,000 & participated more than 30 colleges)
· Member of Finance Team, MACFAST, 2009-2010.
· Member of Entrepreneurship Development Club, MACFAST, 2009-2010.
· Member of MACFAST Service Scheme (MSS).
· Participated in various seminars and conferences
· Attended scholarship examinations and competitions

	Computer Skills
	· Microsoft Office: Word, Excel &Power Point Tools
· PHOTOSHOP: Completed  a course in Photoshop applications

	References
    Languages  
	· Mr. Khourshid, General Manager of Packaging & Plastic Industries Co. K.S.C.C.
· Mr. Biju Mathew, Managing Director, Mathewsons Industries India Limited, Kochi, Kerala, India.
· Ms. Ranya Hanna, Hr Manager, Dutco Balfour Beatty LLC, Dubai, UAE.
· English – Fluent
· Malayalam- Fluent
· Tamil – Basic
· Kannada-  Basic


	   Declaration
	       I hereby declare that the above information is true to the best of my knowledge.
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