Sreeja 
Synopsis

Dynamic HR Professional with MBA degree, specialized in Human Resources Management and having more than  3 years of proven ability and experience to work with the senior management Team to integrate the Human Resources to the overall growth of the Organization operating Retail industry.

Career Objective:

Seeking a Human Resource position where my professional experience and education will allow me to make an immediate contribution as an integral part of a progressive company.

AREAS OF EXPERTISE

· Office Administration     

· Talent Acquisition 

· Manpower Planning & Scheduling

· Training & Development 

· Team Building 

· Resolution of Employee Grievances 

· Change Management

· Retail Management 

PROFESSIONAL  EXPERIENCE:

· Asst.Professor – LEAD College of Management,Palakkad  (Feb 2015- Sep 2015)

· HR Manager -Grand Cochin Retail LLP( Aug  2012 – Jan  2015)

Grand Fresh Supermarkets & Hypermarkets is Retail Division of UAE based Regency Group and one of the leading retail group in Kerala with employee strength of 800 in Calicut , Ernakulam, Kannur  & Wayanad Regions. 

job Responsibilities

· Strategy formulation for Talent Acquisition, Orientation, Training & Talent Retention. 

· Management of the full recruitment process including sourcing strategy; interviewing; reference checking; making offers to candidates; driving and delivering induction training.

· Development, updating, implementation & monitoring of HR policies, HR manual and Standard Operating Procedures (SOP)

· Authority to ensure Employee Discipline and Settlement of Grievances.

· Maintains a pay plan by conducting periodic pay surveys; scheduling and conducting job             evaluations, monitoring and scheduling individual pay actions, recommending, planning, and implementing pay structure revisions.

· Ensures legal compliance by monitoring and implementing applicable to human resources, conducting investigations, maintaining records, and representing the organization at hearings.

· Management of Health and Safety for the entire site including risk assessments, audits and revisions of policy and procedures. Engage with consultants on an ad hoc basis.

· Provide senior management and others with various types of employee reports including attrition, absence, compensation, annual leave, overtime costs and headcount.

· Design and implementation of a company-wide performance management system that is linked to the core vision and objectives of the business. Provision of on-going consultation to management on performance related issues.

· Preparation of Budgets, Manage and Control departmental expenditure within agreed budgets.

· Monitoring of Employee Training Programs & other welfare, Reward & Recognition Programs

Educational Qualifications:

 M.Com       : Pursuing (Bharathiyar University 2015-2017)

 MBA          : HR & Marketing, DCMS( Calicut University Campus) (2010-2012) 


 Degree        : Bachelor of Business Administration, M.E.S College  (2007-2010)

 Plus Two    : SNV Skt HSS , Paravur (2005-2007)

 S.S.L.C      :  K.E.M.H.S Alangad (2005)

ADDITIONAL  Qualifications:

· Advanced Diploma in Computerized Accounting & Taxation

· Diploma in computerized Accounting & taxation

it SKILLS:

· MS Office
· Wintrader - SOWARE (Retail Software

personal data
Date of Birth         :  09/11/1989

Sex
                   :  Female

Marital Status        :  Married

Nationality             :  Indian
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