-----------------------------------------------------------------------------------------------
Personal Summary
Achievement-driven and enthusiastic professional with more than Two years and two months in human resource management, now seeking an opportunity in HR/Admin. Admirable reputation of working competently in a team environment. Passionate about human resource, who possess strong sense of urgency as well as flexibility to change and adapt whenever desired. Unbeatable ability to multi-task during peak seasons and anticipates client needs through refined listening skills. Highly motivated, with exceptional multi-tasking skills.
-----------------------------------------------------------------------------------------------
Core Competencies

Communication(Training(Customer service ( Structured planning process

-----------------------------------------------------------------------------------------------

Professional Experience
Organization: New Era India Consultancy Pvt Ltd

Company profile: New Era India identifies key talent across India, South East Asia, EMEA & US to support Fortune 500 and large Indian corporations to meet global challenges to improve productivity while reducing cost. New Era India is one of the leading Executive Search, Contingency Search, Talent Management, Employer Branding, HR Consulting & RPO solution providers with multi-domain expertise across India and Asia Pacific.
Designation: Resource Executive

Tenure: August 2014 – till date
Responsibilities:
· Analyze the requirement of organization (Clients).
· Sourcing resumes (Browsing, Contacts, references etc). 
· Posting/Mass mailing the requirement in various portals.
· Analyze the quality people and contact them through phone, Email.
· Checking the quality and suitability of the CV as per the client requirement. 
· Short-listing the candidates, scheduling interviews.
· Maintaining database and reports.
· Recruit the people and perform various recruitment steps.
· Schedule interviews for candidates.
· Coordinate with clients and candidates

Organization: iZwipe Payment Technologies Pvt Ltd


Company profile: Izwipe Payment Technologies Pvt Ltd is a private company. It is involved in software publishing, consultancy and supply. It enables online businesses and accept card payments on their websites or mobiles.
Designation: HR Executive

Tenure:August 2013 – August’ 2014
Responsibilities:
Worked on Human related formalities like, 

· Joining and separation formalities.
· Appointment letter and confirmation.
· Train the new employees.
· Conduct Induction Programs.
· Attendance Management.
· Assist the accounts department for making the salaries of employees.
· Make the coordination with various departments.
· Maintain the existing employees and take the feedback from them.
· Present the suggestions to the seniors of employees and implement their order.
· Manage listing on job portals.
· Maintain personal files of employees
· Employee relation

Strengths

· Achievement & result oriented with excellent communication& interpersonal skills
· An adaptable, detail-oriented, multi tasked, strong, learning and organizing skills  matched with the ability to manage stress, time and people  effectively
· Ability to identify key aspects to any issue at hand and develop a systematic  approach  to deal with it combined with a desire to excel at any work in hand
· A good team player with the ability to lead a team by example and motivate them to achieve desired objectives.

Education Qualification:
· Masters in Business Administration (MBA) in Human Resource Management from International Institute of Business studies
· Post Graduate Programme in Banking and Insurance from International Institute of Business studies
· Bachelors in Commerce from Mahatma Gandhi University
· Schooling from Kerala University

Additional Knowledge 


· Microsoft Office involving Word, Excel, Outlook, Power Point
· Basic knowledge in Computer hardware & Software
· Computerized Financial Accounting, Tally 9.0.

Project/Summer Internship


Reports:

· Analysis of Financial performance of a Corporate Bank.

· Effectiveness of training in Indian Rare Earths Ltd, Chavara

Internship:

· Worked as a Management trainee in Cartracks 24-7 Services Pvt Ltd.

-----------------------------------------------------------------------------------------------
Personal Details


Date of Birth: 30/09/1991
Marital Status: Single
Languages known: English, Hindi, Malayalam, Tamil
Nationality:Indian
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