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PROFESSIONAL SUMMARY

· An astute professional with around 13 years of rich experience in Recruitment, Manpower Planning, Compensation                                                      & Benefits, Performance Management, Organizational Development & Cost Control and Budgeting.

· Adept with training and development based on business needs, content development and competency mapping.
· Proficient in formulating and implementing HR Process, Policies & HR Manual.
· Expert in handling employee grievances and maintaining healthy employee-management relationship, thus creating an amicable & transparent environment.
· Proficient in Vendor Management.

SKILLS
	· Recruitment & Talent Management
· Compensation & Benefits Administration

· Learning & Development

· HR Policy Management
· Cost Control & Budgeting
PROFESSIONAL SUMMARY
	· Payroll & Statutory Compliance 

·      Performance Management
· Employee Engagements

· Visa & Travel Management
· Vendor Management


Caravel Logistics Pvt. Ltd.








Sep 2015 –Present

Sr. Manager HR & Admin 

· Managing the entire HR & Admin activities Pan India

· Responsible for Talent Acquisition and Manpower Planning
· Responsible for Cost Control & Budgeting 
· Responsible for Training and development
· Responsible for Vendor Management
· Responsible for devising CTC structure and incentive plans

· Responsible for Process and policies of the organization

iLink Multitech Solutions Pvt. Ltd. 




 
         Sep 2011 –Aug2015 HR Manager

· Responsible for planning and directing all areas of Human Resource activities that includes Talent Acquisition & Resource planning, Compensation & benefits, On- boarding, Competency Mapping, Confirmations, Payroll & Statutory Compliances, Performance Management, Leave & attendance, Employee Engagement & Welfare, Employee Grievance handling, Training and Exit procedures.

· Managing the entire Recruitment cycle starting from Sourcing, Screening, interview process, salary    

negotiations, offer issuance consultant management, campus placements, job portals administration, terms negotiations etc.
· Was responsible for establishing and maintaining an automated management information system to       support cost-effective planning, budgeting, and timely execution of the DoD of Recruiting Facilities Program. 
· Responsible for maintaining performance matrices of the team members & improving recruitment methodology
· Responsible for formulating and Implementing policy & procedures for the company.

· Accountable for Learning & Development including content development, organizing internal and external trainings, & effectiveness analysis.

· Managing the Visa and Onsite travel requirements. 
· Responsible for talent management and resource allocation by working in coordination with the line managers, business heads, executive teams, management and other functional heads proactively to address business issues related to workforce allotment, productivity, costing & budget control.
· Responsible for Cost Control the budgeting for the department.
· Responsible for Vendor Management.

· Responsible for all Recruitment MIS & HR MIS.

· Involved in Cross Functional Role with the Finance Team to work on Income Tax Calculations, Form 16 generation, TDS deposits, Payments to Vendors etc.
· Involved in a cross-functional role with Facility department for vendor management and office premises administration.

Haddows D-Code Solution







         June 2011 - Aug 2011
Sr. HR Consultant (Contract for 3 Months)
· Implementing the recruitment and manpower management process

· Restructuring the HR policies of the organization and creating the HR Manual for the organization to be    presented for ISO and other certifications.

· Defining and Implementing the Performance Management and Appraisal process.

Sky Tech Solutions Pvt. Ltd.






          Aug 2010 - May 2011
Assistant Manager - HR
· Was In-Charge of the End-To-End HR Activities of the Centre and was independently handling the HR Operations which comprised of:

· Recruitment, Compensation Negotiation, offer issuance, joining formalities,Induction & referral checks.

· Monitoring leave attendance and ensuring time discipline.

· Handling overseas deputations and offshore transfers.

· Conducting training programmes across centres.

· Managing all HR related MIS and reports.

· Responsible for the Appraisal process of the centre and hike negotiations.

· Was involved in the revision and implementation of HR policy changes.

· Was responsible for manpower management of the centre being part of Resource Management Group.

SBI Life Insurance Co. Ltd.







          Dec 2007 - Jul 2010 Associate HR
· Was part of the Regional HR Team and was handling the HR functions for South 1 Region which comprises of 26 branches across the states (TamilNadu and Kerala) that included 2000+ employees.

· Responsible for recruitment process which involved sourcing, screening, first level of interviews, candidate follow-up for joining, joining formalities and training and induction.

· Was involved in Campus Recruitments, walk-in interviews, recruitment drives, etc.

· Responsible for MIS of New Recruits, transfers, Regional HR MIS, and Monitoring Attendance across branches and maintenance of employees records.
Fiman Solutions








          Apr 2004 – Nov 2007 HR Executive
   Was handling recruitment, joining process.
   Was responsible for Employee database management, attendance, leave, MIS and Incentive   calculation.
  Aided in training and induction process by organizing the event coordinating with the various wings   involved, preparing the presentations and giving presentations on company policies and HR policies.
EDUCATION

· Post Graduate Diploma in Human Resource from Symbiosis University.
· Master of Computer Applications from Madurai Kamaraj University.

· Bachelor of Science from Calicut University.

Certifications:

· NIIT Certificate Course in MS DOS, Windows NT, MS Office, Networking & Internet.

· Software Testing Certification in Manual and Automated testing tools.

· PGDIM/MBA (Insurance Management) from Symbiosis University.
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