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	Technical skill set:

· Ms Office Tools
· Tally(Payroll)

· C, C++ Programming
· CCNA

Languages known:

 English            

 Malayalam
 Hindi       
Personal Details:

   Date of Birth  : 11-03-1986. 
   Sex                 : Male.

      Marital Status : Married
   
	Objective

Seeking a challenging position in Human Resource where my professional experience and education will allow me to make an immediate contribution as an integral part of a progressive company enabling it to achieve its goals and also enhance my existing skills and knowledge thereby placing myself as a successful HR professional. 

Summary

An individual with strong commitment to excellence and possesses dynamic presentation, communication, management and leadership skills. Holds an MBA degree and carries five years of distinguished performance and multitasking experience in handling

· Recruitment 

· Payroll Management

· Employee Relation

· Performance Management
· Public relation
· Dispute Resolution
Also, a motivated and results oriented individual with excellent planning, organizational and development experience and a high impact HR professional with a proven ability to design and deliver innovative products and programs.

Core Competencies
· Effective communication skill
· Strong Analytical, Logical and Critical thinking
· Ability to develop and maintain effective working relationship at all levels
· Good Leadership quality, a Team player and a facilitator
· Felibility to respond to range of different work situations
· Stay calm and thrive on pressure and deliver above average results
· Proficiency in conceptualizing and delivering new products


Career History
Job profile #1

Currently working as HR Executive in the corporate HR department of an MNC in Abudhabi, UAE.

Organization
: KRC International Group,

No of Employees
: 1600-1700
Duration
: May 20th 2014 – Present



Reporting to

: HR Manager
Job Description

· Maintaining employee details in HR System as well as in personnel files.

· Provide guidance to managers on operational HR issues and act as a point of caontact for managers on employee relations.

· Responds to inquiries regarding HR policies, procedures and programs.

· Handling employee grievance and concerns.

· Make sure that HR policies and procedures are properly implemented and are been adhered by all employees.

· Generate weekly time sheet for all employees of the group and update it in case of any discrepancies in consultation with the division head.

· Update weekly off, sick leaves, loans and salary advances against employees in the pay roll software.

· Monthly payroll processing for all employees of the group and transfering them through WPS to the employee accounts.
· Receiving invoices from labor supply companies and processing their monthly payments.
· Processing overtime request received from different departments, computation of Leave salaries and Final settlements.
· Receive general employee requests such as Leave Application, Leave salary & Air Ticket claims, Salary certificates, NOC’s, visa profession changes etc. and process it on approval.

· Make the necessary details available to division heads for salary increment and on approval updating HR records of any increment or promotions and issuance of letters to the employees.

Job profile #2

Worked as Assistant Manager-HR (HOD) in an IT Company 

Organization
: Xtend Technologies (P) Ltd., Cochin 


No of Employees
: 300-350

Duration
: January 9th 2014 – May 15h 2014


Reporting to

: Directors

Job Description

· Developing HR policies and ensuring that all policies and procedures are up to date in line with current employment law.
· Providing specialist information and guidance to employees and managers on HR policy and practice and make sure that they are followed.
· Managing pay-roll operation, yearly bonuses and final settlements.

· Conduct interviews, overseeing the full recruitment cycle and contract preparation.

· Managing the annual salary review process for the company.

· Investigating disciplinary and grievance matters.

· Ensuring that all HR staff handle employee personal data and labour records in a professional and confidential manner.
· Liaison with the labour and government authorities in case of any inspections.

· Authorising Leaves, salary advances and loans to the employees.

Job profile #3

Worked as HR Assistant Manager(H.O.D)  in Grand Hotel, Cochin.

Organization
: Grand Hotel,




No of Employees
: 300-350
Duration
: December 15th 2012 - January 8th 2014


Reporting to

: GM & Directors

Job Description

· Discuss with HOD’s to analyse manpower needs and to initiate recruitment.

· Conduct necessary recruitment process on the basis of need, conduct interviews, select candidates, complete joining formalities and to give induction to new joiners.

· Taking care of the time office, authorizing leaves and checking employee grooming.

· Employee grievance handling and their redressal, and to liaison with labour unions.

· Taking care of employee facilities like locker, accommodation, mess and to maintain employee database.

· Taking care of ESI, PF and all other Govt labour regulations.

· Ensure that all necessary labour records as per law are in place and to be prepared well ahead of any inspections.

· Liaison with the legal advisor in case of any legal proceedings related to employees.

· Payroll Handling.

· Co-ordinating with labour supply agencies regarding off-roll employees in the organization.

· To coordinate all employee engagement activities.

· Head the periodic employee reviews and to finaliase yearly salary increments.

· Presiding over weekly Executive Board Meeting and preparing Minutes.

Job profile #4
Worked as HR Assistant in a Catering Company.

Organization
: Hospitality catering L.L.C



No of Employees
: 600-650
Duration
: April 17th 2012  - October 15th 2012


Reporting to

: HR Manager

Job Description

· Complete joining formalities and maintaining database of all the employees.

· Taking care of the employee grooming, shifts, reporting time and preparing time sheets.
· Coordination with department heads in preparation of duty roaster for employees in the camp.
· Listening to all kind of  employee problems and resolving those issues.

· Coordinating with corporate HR for renewal of , visa, labour and medical cards etc

· Preparing Performance Appraisal reports and forwarding it to HR Department.

· Responsible for processing of leaves, transfers and issuing of letters to employees.

· Conduct of meetings and all employee activities organized by management.
· Co-ordinating with the staff supply company regarding issues related to supply staff in the organisation.
Job profile #5
Worked as HR/Administrative Executive in a leading Automobile dealership company in south Kerala.
Organization
: SARATHY GROUP




No of Employees
: 1500-1600
Duration
: December 9th 2010 –April 13th  2012


Reporting to

: HR Manager
Job Description

· Coordinating with the technical team for technical interviews and after initial screening forward the short-listed candidates CV.
· Responsible for scheduling interviews, interview follow-ups, reference checks and salary negotiation and making offers to the prospective candidates. 

· Induction and Joining formalities for all the new hires and joiners 
· Payroll management, processing details to accounts department. 

· Maintaining Staff Database. 
· Handle ESI & PF Remittance, Returns and maintaining registers.
· Preparation of full and final settlement, generation of Experience Letters, Relieving Letters. 

· Conducted Exit Interviews, analyze and report recommendations with the data. 

· Maintaining & updating employee's files, leave records 

· Identifying training needs, organizing training programs. 

· Involved in designing and implementing Recruitment policies and systems 
Achievements

· Played a key role in set up and implementation of Tally Payroll software in Sarathy Group of Companies.
· Have well taken care of the assigned responsibility of rolling out the monthly news letter for Sarathy Group of Companies to be distributed to employees and clients.
· Have implemented various employee engagement activities in Grand Hotel & Xtend Technologies and was successful in motivating the employees and to relieve them from their work pressure.
· Has written down the HR policies and procedures for Xtend technologies, got it approved by management for implementation.
· Have advanced the monthly salary date in KRC International Group from 10th of month to 1st of every month by making changes in the salary process.
· Have considerably bought down the employee cost by reducing the number of staff in each outlet of Fresh & More Supermarkets and Hypermarkets under KRC International Group.
· Successfully advanced to top management level within 2 years of professional career.
· Have been elected as Arts Club Secretary during graduation and conducted Arts Club Festival for the year 2006-07.
· Was the chief editor for college magazine during my Masters and have organized various management meets in college.
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