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CURRICULAM VITAE

Academic Qualification:

· MSW with major Personnel Management and Industrial Relations as dual specialization in CMS College, Coimbatore (Bharathiyar University) with Distinction.
· B.A. with major Economics from St. Xavier’s College, Ahmedabad (Gujarat University) with First Class
Technical Qualifications:

· Computers:    MS Office and Sound Knowledge in Internet Browsing
· Type Writing:  Lower (English - 35 Words per Minute)

Personal Profile:
Date of Birth                  : 25-03-1985
Nationality                     : Indian
Gender                           : Female
Marital Status                :   Married 
Languages Know: English, Hindi, Gujarati, Malayalam and Tamil. 

OBJECTIVE:   
Seeking a responsible position in the Human Resource Management, where my expertise in human resource activities could be leveraged and to gain as an individual by learning and sharing my knowledge to reach the pinnacle of success in the field of Human Resources. 
Experience Summary:    
· Working with POST OFFICE in United Kingdom as an Assistant Manager (Administration & HR) from September 2011 to till date.
· Worked with REAL STRIPS LTD., as a Jr. HR Manager from August 2009 to August 2011.
· Worked with D-MART INDIA as a HR Officer from September 2008 to August 2009.
· Worked with VODAFONE INDIA as a Customer Care Executive from April 2005 to March 2006.
Work Experience:
Current Organization: POST OFFICE. (United Kingdom)
Profile: Assistant Manager Admin. & HR

Duration: September 2011 To October 2015. 
Reporting to: Manager
Daily Responsibilities:
· Paying out pensions and benefits.
· Calculating the hours and salary process for the post office and shop.
· To perform such other duties, comparable in responsibility, as may from time to time be directed by the Head of Commercial Services or their nominee.
· To liaise with the Post office counters and appropriate organisations to ensure the smooth operation of 
postal services and comply with Post office rules and regulations.

· To ensure that financial, operational policies and other procedures are followed, ensuring, effective, efficient and safe environment and systems.
· To undertake recruitment, appointment and management of staff in line LU procedures and ensure appropriate training and development is in place to ensure a strong effective Retail Team.
· To be responsible and accountable for all aspects of money, stock control, promotions, procedures and operations.

· Dealing with vehicle registrations and issuing tax discs.
· Checking passport and driving licence applications.
· Selling travel insurance and foreign currency.
· Making sure the books balance at the end of the day.
· Arranging P60 and P45 of the employees.
· Doing monthly reports.
Current Organization: REAL STRIPS LTD.
Profile: Jr. HR Manager
Duration: August 2009 To August 2011. 
Reporting to: Head HR
Areas of exposure 
Recruitment & Selection
· Managing the complete recruitment life cycle for sourcing the best talent from diverse sources.  Planning for human resource requirements in consultation with different functional & operational heads. 
· Sourcing the required profiles through various channels like Social Networks, Personal Contacts, Jobsites, Internal references, Head Hunting, E-mails and paper ads.
· Conducting Telephonic screening, (to check Communication skills, Experience, CTC, Notice Period and other related factors) preliminary interviews and forwarding the prospective candidates to the concerned department heads. 
· Compensation negotiation with the selected candidates, making salary fitment.
· Preparing and issuing of Offer & Appointment Letter and making Service Agreement if required.
· Responsible for all the joining formalities like documents check, referral checks and arrange for the induction.
· Employees file creation and proper maintenance of personnel records
Wage & Salary Administration
· Working out on various remuneration policies and executing the same.
· Providing an effective and efficient payroll service to the employees, ensuring the accurate and timely payment of their employees’ salaries.
· Maintaining attendance details for all employees by posting leaves, overtime and other additions & deletions to be processed during payroll.
· Preparing payroll register for the branch staff, Trainees, Technicians and contract employees.
· Process the promotions or salary changes in the payroll system. 
· Advising for various employee benefits like Gratuity & leave encashment etc.
· Prepare vouchers for off payroll payments and submit for approval. (Urgent vacation/Airfare, Temporary staff salaries, Business trips, School fees, House rent advance, Bonuses, Sales commission, Car allowance, 3rd party payments etc.)
Statutory & Welfare
· Registrations and renewals of various statuses like factories, shops and establishments, provident fund, employees state insurance, professional tax, workmen compensation.
· Ensuring registration & compliance with all statutory requirements such as PF, ESI & PT etc., and interacting with Government bodies for the same.
· Disciplinary procedures and its implementation for the smooth operations of the company.
Performance Management
· Implementation of performance management systems for all employees. It involves self appraisal and review process from HOD (Half yearly Performance & Annual Performance).
· To identify training needs and thereby effecting increments, promotions, transfer, downsizing etc.
· Propose the Increments on the basis of parameter approved by management.
· Implementation of PLR (Performance Linked Rewards).
· Identification and retention of the fast trackers.
· Identification of Poor performer and arrange the brain storming program.
Training & Development
· Identifying training needs across levels by gap analysis between current individual competencies and future organizational requirements
· Developing training & developmental initiatives for improved productivity and quality enhancement.
· Coordinating with the external trainers and collaborating with them to frame the perfect training module as per the training needs.
· Evaluating and facilitating continuous improvement of individuals against defined preset goals and targets.
· Evaluating the effectiveness of training programmes by developing pre/ post assessment programmes.
· Conducting performance review meets for members and providing feedback on areas of improvements.

General Administration & Liasioning:
· Ensuring maintenance of amicable employee-management relations in the organization by encouraging workers to voice their opinions on common platforms & inviting suggestions through structured meetings and framework.
· Conducting various welfare programs like annual picnic, annual day & religious celebrations.
· Day to day correspondence with sites on various matters for smooth functioning of the organization.
· Arranging transportation and hotel accommodation for guests and arranging employee ID cards & Visiting Cards. 
· Admin Related activities like Facility Management, Housekeeping, Security Management and liaising with Govt. bodied.
· Immaculate record-keeper expertise in addressing inquiries from Compensation and Human Resource Systems Managers, ensuring & overseeing company policies are followed. 
· Track record of enthusiastic leadership and achievement in all former assignments; consistently promoted to positions of increasing responsibility.
Organization: D-MART INDIA
Profile: HR Officer
Duration: September 2008 To August 2009 
Reporting to: Manager – HR 
· Recruiting the employees through different sources (By using Internal & External Sources) 
· Responsible for all joining formalities, induction and orientation of the new hired employees.
· Implementing company HR Policies & Procedures and resolving the employee quarries on the same. 
· Responsible to maintain and upgrade the grooming standards of the staff according to company policy. 
· Coordinating with the Training and Development and Performance Appraisal System.
· Leave Management and Database Management of On-rolls and Off-rolls employees & Staffs.
· Co-ordinate with Personnel Officer for ESI, PF, P Tax activities and Co-ordinate with Government Authorities for submission of returns.
· Conducting exit interviews in an informal manner, Processing Full and Final settlements.
· Other Day-to-Day works like preparing Notice Board Copies, Holiday Calendar, Birth Day & Wedding Day Calendar.  
Pre-Post Graduation Experience:
Organization:  VODAFONE INDIA
Profile:  Customer Care Executive
Duration: April 2005 To March 2006
Reporting to:  Team Leader 
· Handling of outbound calls.
· Verifying via automated process.
· Achieving team targets efficiently.
· Updating online records based on the interaction with the customer. 
· Interacting with the client to discuss the emerging needs and challenges.
· Work independently and adhere to strict guidelines in order to boost customer relations.
FIELD EXPOSURE:
 First field work placement for six months was in a non-governmental organization (Cheran Region Christian Society) which is working for the betterment of the handicapped people
 Second field work placement for six months was in one of company in Coimbatore (Gedee Weiler Private limited) for six months in the area of human resource and time office.
 Third field work placement for six months was in a textile Mills in Coimbatore (Sri Ranga Villas Mills) in the human resource section and time office.
PROJECT:
The main project in the academic year from 2006-2008 was HUMAN ENGINEERING done in APOLLO TYRES LIMITED.
