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To be a part of a Professionally Managed Company with scope for challenging career, opportunity for learning excellence and continuous improvement coupled with personal growth and development.

	· Human Resources (HR) Operations
	· Data Analysis and Interpretation

	· Recruitment & Selection
	· Statistics and Statistical Research

	· Manpower planning
	

	· Surveys & Analysis
	



MBA (HR & Marketing), aggregate of 78% from Karunya School of Management (Deemed University), Coimbatore, Tamilnadu, Year of passing – 2011 (University Topper of 5th Trimester)
Bachelor of Physiotherapy (B.Ph.T) from Barkatullah University, Bhopal with aggregate of 66.38% [4th Rank in University]; Year of passing - 2008

Organization
:
Baby Memorial Hospital Ltd, Calicut, Kerala, India.

Company type
:
Public Company; 1001-5000 employees; Hospital & Health Care industry
Designation
:
HR Executive

Duration

: 
From 01/01/2013 to 11/07/2015 

Responsibilities:

· Independently handling the entire recruitment and selection process, conducting HR Interviews and coordinating with the technical interviews. 

· Manpower planning on the basis of extensive study to optimize the manpower and reviewing it periodically.

· Analyzing statistical data and reports to identify and determine cause of personnel issues and suggest ideas for enhancing organization’s policies and practices.
· Maintaining personnel records for all employees in “Employee Master Excel sheet” and physical files.

· Validation and Analysis of all HR reports which enhances HR systems.  

· Issuing “Still Working” experience certificates to the employees. 
· Providing references of employees who are/have left employment.

· To support line Managers with all Probation Reviews and to ensure that all probation reviews are completed within agreed timescales.
· To assist the Head of HR with preparing, developing and implementing policy and procedures on staff  recruitment and to assist in the development of other HR Policies and procedures.
· Assisting in the process of Annual Performance Appraisals. 
· Guiding the management trainees for the research projects and providing statistical assistance. 
· Coordinating with all support departments when a new policy/procedure is been implemented with respect to the employees.
Organization
:
R R Donnelley India Outsource Pvt Ltd (A ‘Fortune 300’ Company)

Company type
:
Public Company; 10,001+ employees; RRD; Printing industry.

Designation
:
Associate – Medical Underwriter.

Duration

: 
2nd November 2011 to 18th December 2012 

Responsibilities:

· Analyzing and summarizing the complex medical records of the leading hospitals in USA and summarizing large volumes of medical records into a succinct and formatted summarized output for the underwriting assistance of major US life and Health insurance companies. 

· Ensuring there is a ‘NIL’ error on all the summary output. 

· Assisting in the Decline Cases and Coordinating with the same.
· Meeting the Client’s expectations by updating the knowledge of summarizing the medical records. 
  Organization
:
The Leprosy Mission International, Champa, Chhattisgarh, India.
Designation
:
HOD/ Department In charge (Physiotherapy Department)

Duration

: 
1st May 2008 to 30th June 2009 (14 Months)
Responsibilities: 
· End to End Management of all the departmental activities.
· Taking a complete charge of the Leprosy IP and Leprosy OP physiotherapy, General IP and General OP physiotherapy cases.

· Responsible for the quarterly, half yearly and yearly reports to the Government health care Headquarters about the total number of new leprosy patients, Relief from treatment (RFT) patients etc. 
· Involved in end to end Preop and Postop rehabilitation of the Leprosy patients right from the admission till the discharge of the patients. 

· “Star Performer Award” for the 2nd quarter of the year 2012 at R R Donnelley. 
· “Best Project Award (HR Research Project)” in MBA.

MS Office 2007, Windows XP and Vista, SPSS 11.0 Version (Statistical Research Software)

· English Typing at 45 wpm with 95% accuracy.
· Playing Guitar (Beginner to Intermediate level)

· Participated in various competitions during studies. 

· Calligraphy. 


Marital Status
:
Married
Nationality
:
Indian
Date of Birth
:
10th October 1983
Languages 
:
English, Hindi, and Malayalam


I hereby declare that all the information mentioned above are true and correct to the best of my knowledge and belief.

Date
: 

Place
:
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