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OBJECTIVE:
             To effectively utilize the knowledge and experience gained in HR field to demonstrate the acquired skills in professional way to gain recognition & to contribute to the growth of the organization.


PROFILE:


· 1.7 years of experience in HR Co-Ordination, Recruitment & Office Administration with reputed organization in India.
· Management with excellent computer skills.

· Meticulous approach to work with good organization skills.

· Multi-tasking, Hard Working and Sincere.

· Can handle multiple tasks effectively & very much flexible with time.

· Excellent spoken & written communication skills in English. 

· Expert in handling people and renowned for being an excellent team player.

· Confident and capable of working on own initiative under strict deadlines.

· Ability to adapt to new environments and grasp work quickly.

· Well organized, systems oriented & have a strong attention to details.

· Efficient, smart, reliable and hardworking.

· Can work under pressure and meet deadlines.

· Having knowledge in hiring effective and deserving staff.


EMPLOYMENT HISTORY:


Experience: 1.7 years in HR & Administration
1. BOB Technologies [Dec 2013 to July 2015]

Designation: HR Recruitment & Admin 


Job Profile: HR Recruitment
· Extensive experience in Permanent Hiring and Contract Hiring.

· Handled End to End Recruitment life Cycle.

· Understanding the requirement.

· Sourcing profiles through Job Portals (Naukri, Monster and LinkedIn) & References as per job profile and Screening the CV's.

· Interaction with the candidates, briefing them about the requirement. 

· Sending the interested & suitable candidates profiles to the technical panel.

· Conduct Interviews for telephonic process / scheduled walk-in. 
· Salary and Notice period negotiation.
· Maintaining the Track of each candidate as daily report. 
· Welcome new employees to the organization by conducting orientation. 
· Provide payroll information by collecting time and attendance records.
· Maintaining employee personal files, making sure all sensitive documents are in place.

· Ensure that all personnel action forms that are submitted to accomplish recruiting, promotion, salary changes terminations, leaves, absence and all other personal action are reviewed in a timely manner for compliance with the company policies and procedures.
· Submit employee data reports by assembling, preparing, and analyzing data. 
· Maintain employee information by entering and updating employment and status-change data.
· Contact and coordinate with the organizations regarding applications of all aspects of recruitment.

· Coordinate interviews for the weekends and weekdays.

· Administering day today activities of the organization.

· Employee Final Settlement process (Exit activities).
HR Administration
· Setting up, monitoring and then tracking employee probationary periods.

· Keeping track of any employee anniversaries and awards they are due.
· Maintenance of House-Keeping in all floors.

· Arrangements for Conference in house Meeting Halls and in Star Hotels.

· Co-ordinate with Admin manager on client visit – hotel booking.
· Maintenance of company & Contract vehicles.

· Maintenance of office assets like, furniture & fixtures, computers, air conditioners and all electrical & electronic items.
· In charge for purchase of office stationeries and equipments.

· In charge for maintenance of files & filing pertaining to all the departments.

· Maintenance of documents, Bills, Contract Renewal Letters, Quotations.

· Handling staff accommodation & transportation.

· Payment Follow Ups, Security, housekeeping & Courier management.
· Maintaining HR records and systems.
· Handling all confidential information in a professional manner. 

· Scrutinizing performance of the employees. 

· Contributing to regular update of HR policies.
· Making travel arrangements & organized accommodation for senior managers.          


ACADEMIC QUALIFICATION:



Master of Business Administration, HR (MBA) Anna University, Chennai, India
Bachelor of Commerce, (B.Com) Madras University, Chennai, India


COMPUTER SKILLS

· MS Office
· SPSS
· Internet


PERSONAL DATA



         Sex                                            :  Male

         Nationality
          

:  Indian

         Marital status           

:  Single
        Languages known     

:  English, Tamil, Malayalam

DECLARATION

                       I hereby declare that the information furnished above is true to the best of my knowledge and belief.
