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	Professional Summary


An outgoing, ambitious and confident individual, whose passion for HR sector is equally matched by my experience in it.  For the last two years and ten months I have been working for Sundaram Finance Limited as an Assistant Manager with main role being to provide HR support, guidance, advice and services to all company staff.  This work has not only taught me how to translate corporate goals into HR programs, but has also given me extensive knowledge of HR administration, principles, practices and laws of a corporate Indian Financial Services.  I have gained experience of sourcing candidates, writing up employment contracts, conducting interviews and resolving employee relation issues.  

Apart from the above I was also responsible for providing an efficient and professional administrative and clerical service to colleagues, managers and heads to facilitate the efficient operation of the office.
I worked in the Car Finance Branch of Sundaram Finance Limited for a period of 07 months where I had an experience in the front office duties, liaising with customers, event management, marketing through social sites, answering to mails and other administrative functions.

	Area of Strength


· Managerial Communication
· Documentation

· Create rapport with clients

· Web based Sourcing and networking
	Work Experience


Associated with Vijayashanti Builders, Chennai, South India as HR Executive from May 2012 to June 2012.
Associated with Sundaram Finance Limited, Head Office, Chennai, South India as Asst Manager – Personnel from July 2012 to Sep 2014.

Associated with Sundaram Finance Limited, Car Division Branch, Thiruvananthapuram, South India as Asst Manager – Customer Services from Oct 2014 to April 2015.
	Responsibilities as Human Resource Executive


1. Administrative Activities:

· Typing documents and distributing memos.
· Supervising the work of Office executives and assigning work for them.
· Handling incoming / outgoing calls, correspondence and filing of all recruitment process.
· Maintaining of Service Record of all employees in the organization.
· Faxing, printing, photocopying, filing and scanning.
· Monitoring inventory, office stock and ordering supplies as necessary.
· Updating & maintain the holiday, absence and training records of all staff.
2. HR Activities:

· Handling recruitment life-cycle for sourcing the best talent from diverse sources after identification of manpower requirements.

· Managing welfare measures like employee development plans, resource deployment etc to enhance motivation levels.
	Responsibilities as Asst Manager - Personnel


· Responsible for Administration activities.

· Worked with the internal recruitment team to create and refine objectives and new strategy on recruitment.

· Proficient in E Recruiting and online hunting of candidates.

· Screening the candidates by working closely with hiring managers to understand their requirement

· Creating the walk-ins, interview scheduling for shortlisted candidates for direct interview.

· Follow up the results and maintaining the track record.

· Selection process – offer letter issuing and induction.

· Coordinating with students – placement orientation 1-1 round for placement purposes.

· Maintaining the database of the candidates and students from entry to exit.
· Supporting the branches, marketing and technical team to get the right candidate.

· Performance Appraisal of employees

· Exit formalities
	Responsibilities of Asst Manager – Customer Service


· Handling the entire operations and sales coordination for Car Division in Thiruvananthpuram.
· Responsible for administrative activities

· Responsible for day to day cash transaction in the absence of cahier

· Preparing daily reports, weekly and monthly reports ensuring everything is tallied and confirmed with the Head Office.

· Maintains accurate records of all pricings, sales and activity reports.

· Preparing action plans for effective search of sales leads and prospects.

· Event management
	Academic Profile; Achievements and Projects


2010-2012 Completed Master of Business Administration (HR & Marketing) in DG SCHOOL OF MANAGEMENT (REGULAR) affiliated to University of Madras with First Class (73%) 

Achievement:

· Active Member and Participated in SIFE India Regional’s Competition held in Chennai.

· Participated in Inter – collegiate meets in paper presentation and business plan.

· Best HR student of the year award in attendance and overall performance.
Projects
· An organizational study at HDFC Bank, Chennai 

· ORDNANCE CLOTHING FACTORY, Ministry of Defence, Avadi, Chennai 06 week’s project in Labour Relation in an Industrial Set Up.

· B BRAUN INDIA PVT LTD, Chennai 03 month’s project in JOB SATISFACTION OF THE EMPLOYEES.

	Computer Proficiency


Ms- Office – Word, Advance Excel, Power point Presentation

Tally - ERP
	Personal Details


Date of birth

: 
September 02, 1987

Languages Known
:
English, Hindi, Malayalam and Tamil.

Gender

:
Female

 

Marital Status

:
Married

 

Nationality

:
Indian

 

Visa Type

:
Visiting Visa
	 Declaration 


I assure that the details given by me in authentic to the best of my knowledge and belief.

	Reference


I can furnish the references on request
