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Objective:

To take up challenges and keep pace with the fast changing technologies and transform myself into a competitive Human Resource Management professional.
Professional Snapshot: 
· Experienced in all aspects of Human Resources like Recruitment (End to End), Training, General Management, Personnel Administration, Performance Management, Employee Relations, Compensation and Benefits. Having knowledge in UAE Labour Laws 
· Being Self Motivated, Initiator, Energetic, Good Communicator and Team Player
· Course on CERTIFICATION IN HUMAN RESOURCE & RECRUITMENT from NADIA Institute, UAE accredited by Ministry of Education, UAE


Employer 3:
CEO Pvt Ltd, Chennai, India                   

Designation: Generalist – HR & Admin
Duration: Jan 2012 – Aug 2015
Job Profile & Responsibilities:

Recruitment & Selection

· Understanding and planning the manpower requirements.

· Managing the complete process of recruitment right from sourcing till final closure for entry and mid level positions

Joining & Induction

· Handling the initial joining formalities like verifying the necessary documents, issuing ID card & access card.

· Handling Induction Training and issue of Appointment Letters.

Database Management& Report Generation

· Maintaining and updating individual employee files and complete employee database with all basic information.
· Generating monthly reports for salary process, capacity utilization and various reports based on employee information.

Leave Management

· Formulating and implementing leave policies.

· Complete updation of employee leave details, analyzing and taking corrective action to avoid unnecessary absenteeism which will help in regularizing production.

Employee Engagement

· Framing new policies for organization development.
· Planning and organizing fun activities for employee engagement and organizing the annual day function and other functions.

Compensation & Benefits
· Responsible for the calculation and execution of monthly performance incentive.  

· Responsible for processing the various reward and recognition programs.

Training & Development
· Formulating a complete training calendar based on the training need analysis.

· Identifying the training needs and coordinating for the technical training within departments.

· Facilitating and handling the soft skill training program as and when required.

Performance Management System
· Handling the complete process of monthly performance evaluation and confirmations.

· Facilitating the smooth flow of annual performance management system.

· Preparing and issuing the confirmation and performance appraisal letters.

Exit Formalities
· Handling the entire exit formalities of the resigned employees.

· In case of absconds, taking it forward for final closure.


Employer 2 :  Enhance Academy India Pvt Ltd,(Part of CEO Groups)Chennai,India
Designation: Training Manager
Duration:  Since Sep 2007 Till Dec 2011
Job Profile& Responsibilities:

· Responsible for business development and revenue generation by implementing the branch sales plan.
· Understanding the Training needs of the customer and providing a customised Training solution for it
· Building and sustaining Client & Customer Relationships. 
· Responsible for the business process from initial point of contact (lead generation), presentations, proposals, through contract negotiations and execution. 
· Preparation of Corporate brochures, Training Calenders, Website Updation etc
· Team Management & Employee Engagement
· HR Processes includes Internal Recruitment, Retention strategies, HR Policy etc.
· Database Management for the whole organisation 
· Day to day administrative Works includes Travel arrangements, House Keeping, Daily Accounting, Bill Management, Payment Follow ups from clients etc.,
Clients Handled:

Asahi Glass India Ltd, SL Lumax Ltd, Nippo Batteries, EID Parry, United India Insurance Co Ltd, Shipnet Services India Ltd, ONGC Ltd and so on

Employer 3 :  CEO Talent Search Pvt Ltd,(Part of CEO Groups) Chennai, India.
Designation: Tead Lead - Recruitment 
Duration:  Since Nov 2005 Till Aug 2007
Job Profile& Responsibilities:

· Sourcing profiles from Jobsites, through reference

· Co-ordinating with client for new requirements

· Screening profiles as per the requirement

· Conducting Telephonic interviews with candidates

· Scheduling interviews with the client and candidates

· Follow up for feedback and shortlisting

· Salary Negotiations 
· Joining formalities and Reference checks
· Payment Follow- ups
· Joined as a Recruiter and promoted as Team Lead within 1 year of joining, was handling five team members individually
Clients Handled: Saint Gobain Glasses, GMR Group, Pepsi, Maruwa India, Bharthi International, Kobe-Malaysia and so on


Educational Qualification:

M.B.A.,     -     Master of Business Administration, (2003-2005) 



  The American College, Madurai,India. 

                           (Affiliated to Madurai Kamaraj University)

B.B.M.,     -     Bachelor of Business Management, (2000–2003) 


               Sri G.V.G College, Udumalpet, India
                          (Affiliated to Bharathiyar University) 

DLM          -    Diploma in Labour Laws (2004–2005)

                           (Affiliated to Madurai Kamaraj University ,India)


Personal Details:

Date of Birth


:
17.06.1983
Marital Status

:
Married

Nationality


:
Indian

Languages Known

:         English (Read, Write & Speak)
                                                   Tamil (Read, Write & Speak)

Driving License

:         Indian Driving License Available
Status                               :         On a Visiting Visa
