
                                               Dhanesh Athiyadath
Professional Profile

A competent and organised individual who have six years of experience in HR and Administration field and is able to work as part of a team and manage several priorities at any one time. I have a positive attitude, strong work ethic and a keen desire to learn and grow within an organisation. I possess superb communications skills and always treat people with respect, fully understanding their individual needs. As a dedicated professional I fully understand the importance of the HR department to any organisation and therefore aim to make any office I work for as effective and efficient as possible. Right now I am looking for a suitable position within an organisation that has a busy and demanding HR department
Career Summary

2015 October – 2016 September 
                                                      ASSISTANT HR MANAGER

 THEJASWINI CO-OPERATIVE HOSPITAL AND MEDICAL RESEARCH CENTRE , NILESWARAM, KERALA
· Mastering the hiring process such as recruitment, selection and issuing offer letter
· Planning , monitoring and appraisal of employee performance
· Arrangements of employee training programs. 
· Maintenance of employee file
· Attendance management
· Leave administration
· Duty shift approval of medical and paramedical staffs
· Employee engagements
· Grievance handling
· Retention tactics.
2013 December  - 2015 September
                                                  ASSISTANT HR

HIGHER LEVEL CARE, LONDON, UNITED KINGDOM.

· Deciding on a recruitment campaign start and closing dates 
· Contacting job applicants and inviting them to interviews

· Recruitment, Selection and issuing offer letter

· Carrying out reviews of employee performance

· Auditing personnel records to ensure completeness and accuracy of information.
· Writing up the terms and conditions of employment.
· Ensuring that all confidential information is kept safe and secure

· Advising members of staff on their leave entitlements
2011 August  –2013 May


                                                             HR OFFICER
AL- AAMRI UNIVERSAL GROUP – YAAT DIVISION – SULTANATE OF OMAN 
· Recruitment and Staffing

· Drafting employment contract and offer letter

· Assisting with employee relation

· Company employee communication

· Employee safety, welfare, wellness and health reporting

· Employee services including arranging personal and health insurance

· Liasing with PRO for arranging visas for staff

· Insurance of company vehicle

· Monitor and control of personnel activities such as vacation, Business trip, Promotion, Disciplinary action and Termination

· Staff File updating, Visa renewal, 

· Attendance and time management

· Leave administration

· Insurance of company vehicle

· Coordinating with IT and Finance Department

· Employee grievances

2010 June –2011 July

                                            HR ASSISTANT
THEJASWINI CO-OPERATIVE HOSPITAL AND MEDICAL RESEARCH CENTRE , NILESWARAM, KERALA

· Publishing Job Advertisement in various medias

· Conducting Telephonic interview

· Inviting selected candidates for final interviews

· Issuing offer letters

· Joining formalities of new employees

· Attendance Management

· Employee engagement

· Duty Scheduling of Nurses

· Leave administration

Personal Skills
Having an enthusiastic approach to completing tasks

Treating all enquiries from employees in a polite, friendly and welcoming manner.

Ability to work positively with others.

Willingness to learn new skills.

Logical, passionate and determined when approaching problems.

Education and Qualifications

2013-2015
Post Graduate Diploma in Business Administration from Anglia Ruskin University, London, United Kingdom 

2008-2010 

MBA in HR & Marketing from Anna University Chennai, India, 
2005-2008

BSc Physics from Kannur University 
IT Skills

· Word, Excel, PowerPoint, Internet and Email

Personal Details

Date of Birth                   28 April 1987

Marital Status                 Single
Nationality                       Indian

Languages Known          English , Malayalam, Tamil, Hindi

Interests                           Reading, traveling, socializing and cuisine
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