	Personal Data:

Date Of  Birth : 15-06-1987

Sex : Male

Nationality : Indian

Marital Status: Single


	Professional Objective: 

To seek challenging career and to do my best in the organization and excel in the duties assigned to me.

Education Qualification:

Masters Degree in Business Administration - Specialized in Human Resources from Department of Business Administration, Mangalore University (2009-2011) with aggregate of 61.76 percent.

Bachelors Degree in Computer Application from Shree Bharathi College, Nanthoor (2006-2009) with aggregate of 68.4 percent.   
Technical Skills:

· ‘O’ Level Programmer - Computer Basics Course - (2005-06) 
· Operating System -  Windows 2000/XP
· Tally.ERP 9 - MICE

	
	Academic Project: 

1. Title, “HR Practices in SCDCC Bank”, in SCDCC Bank, Mangalore.

2. Title, “Production Process”, in KIOCL, Mangalore.

3. Title, “Neonatal Record Maintenance System”, for Itriz 
Solutions, Mangalore.

  


Work Experience:
Organization:  Itronics BPO Pvt. Ltd - INDIA
Duration        :  Nov 2011 – March 2013 (1.5 Years)

Designation   :  HR Associate
· Job Responsibilities:

· Sourcing candidates through internet, employee contacts, job fairs and portals.

· Callings and Lining up of interviews.

· Carrying out initial joining formalities.

· Issuing offer letters, appointment letters, and confirmation/appraisal letters & warning letters etc.
· Carrying out Induction Program..

· Maintaining Personal Files / Records of employees.
· Maintaining Training record.

· Processing and maintaining Attendance, Leave record, Salary and Full and Final Settlements.

· Maintaining MIS.

· Updating and framing HR – Policies.

· Other on board activities.
Organization:  Vidal Health TPA Pvt Ltd (Formerly TTK Healthcare TPA Pvt Ltd) - INDIA
Duration        :  April 2013 to November 2014 (1.7 Years)
Designation   :  Executive – Human Resources



· Job Responsibilities:

· To handle the end-to-end recruitment process.
· Establishing recruiting requirements by studying organization plans and objectives, meeting with managers to discuss needs.
· Monitoring the vacancy need for the organization.
· Determining applicant requirements by studying job description and job qualifications.
· Working closely with Reporting Manager to develop position profile and to understand overall needs and requirements. (Description, salary, timing, expectations, etc)
· Attracting and sourcing applicants by posting job advertisements in Job Portals, Campus Drives, Job Fairs and sharing job description with consultancies.
· Utilizing and managing maximum sources like employment agencies, job portals and employee referrals for the current and future openings..
· Conducting preliminary interviews with the candidates and short listing candidates for the final interview and coordinating with the respective depart heads.
· Maintaining timely documentation of all conversations with candidates within our internal database. 
· Preparing salary fitments for the selected candidate.
· Salary negotiation with selected candidate and issuing offer letter.
· Verification of documents and other formalities before the joining of the candidates.
· Processing referral bonus of employees and handling consultant Invoices.
· Closing the vacant position in the organization within TAT and Cost Control.
· Maintaining internal candidate tracker and applicant database.
· Conducting and coordinating interviews for various organization locations.
· Other HR related activities.
Organization:  Joannou and Paraskevaides Oman L.L.C (A and P Group of Companies) - MUSCAT
Duration        :  October 2014 to till date

Designation   :  Administration Clerk


· Job Responsibilities:
· Preparing daily manpower of Staff and Tradesmen.

· Maintaining personal files, records of employees and training record.
· Manage leave applications
· Coordinate annual performance appraisal/review
· Coordinate training related needs for staff and support the Administrator in other HR related activities in the factory.
· Maintain and update electronic and hard copy personnel record systems containing employment-related information, such as; absences, holidays, training and educational certificates, warning letters, etc.

· Maintain accurate attendance records by monitoring all leave applications that are needed for payroll generation
· Ensure that all payroll transactions are prepared and logged in time for the monthly payroll run and submitted to the Administrator, such as; change of salary, deductions, overtime payments, incentives, etc.
· Administer employee grievance related matters
· Processing and maintaining attendance, leave records.
· Handling petty cash and cash payment vouchers. 

· Order release for stationary, pantry and cleaning items.

· Arranging travel and accommodation for Staff, Tradesmen and Guests.

· Maintaining employee master file, Staff time cards and Tradesmen time sheets
· Using a variety of software packages, such as Microsoft Word, Outlook, PowerPoint, Excel etc., to produce correspondence and documents and to maintain presentations, records, spreadsheets and databases.

Achievements:
1. Won II Place in HR Event at Shree Devi Institute of Technology, Kenjar.                                                                                                                                  

2. Active participation in several National level B-school fests.

3. Coordinated HR Event for the national level B school management fest CROSSROADS-2011.

Strengths:

Ability to work in group and a team player.

Good verbal and Non-verbal communication.

Willingness to learn and comprehensive problems solving abilities.
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