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	Summary


                                                                                                                                     





 

A conscientious and professional senior hr officer  with extensive experience in HR Generalist Roles. Highly organised and efficient person, with a thorough and precise approach to work, which has produced excellent results to date. Able to manage own time effectively, and prioritise workload. Experienced at working to tight deadlines and under considerable pressure. Friendly and approachable with excellent interpersonal and communication skills.

	Key Skills


           Ability to manage time and prioritise workload to ensure efficient delivery of all aspects of      

          tasks
· Regular user of Microsoft Office, including Excel, Word and Powerpoint

· Highly organised and efficient

· Communication skills, both written and verbal

· Polite and professional manner

· High level of attention to detail

	Career  History


   Senior Officer  HR, OEN India Limited.
(Oct 2007 – Oct 2015)

The core responsibilities of this role include Payroll management and Leave management.
Managing  and handling statutory compliance related to Factories Act,Employees Provident
Fund Act,Employees State Insurance Act,Minimum Wages Act,Etc.Managing and handling

recruitment process,training activities,performance appraisal,various statutory and non

statutory employee welfare activities.Liaison with directorate of Factories and Boilers,
Employee State Insurance Corporation,Employee Provident Fund Organisation,State

Labour Department,State Pollution Control Board.

In addition to these responsibilities also involved in coordinating the activities of various

Committees like Welfare Fund Loan Committee,Internal Complaints Committee.Responsible
for managing the security department and housekeeping activities.Qualified Internal auditor

for the companys Quality Management system.

  Welfare Officer  , Gokaldas Exports.

(Aug 2006 – Oct 2007)

The core responsibilities of this role include Induction to new employee,Managing and
Handling committee meetings,grievance of employee,statutory compliance.Managing and handling auditors during Compliance inspection.Organising Training programmes
	Acadamic Profile:


· MSW (HR specialization)  from Mangalore University-  2006.

· BSC  Computers  from   Govindas  college  Surathkal  -  2004.

· 12th  from Govindas college  Surathkal                          -  2001.

· 10th from Vidhyadayini High School Surathkal             -  1999.

	Activities & Awards


        College: 
          Won the Dance competition at Inter College Level
High School:              Awarded Scholarship  for studies


