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Arujith.333965@2freemail.com
Arunjith
	CAREER Objective
	To succeed in an environment of growth and excellence and earn a job which provides me job satisfaction and self-development and help me achieve personal as well as organization goals. To expand leadership responsibilities, improve organizational ability to exceed corporate goals, and help honor all long-term commitments.


	PROFESSIONAL SUMMARY
	Competent professional with 6+ years’ experience in HR, Administration, Learning & Development 
3 years 10 months experience as IT Professional with  product based multinational establishment
Engaged in both offshore and onsite responsibilities of training, support and management tasks for major financial institutions round the globe 

Strong collaboration, interpersonal, communication skills with proficiency at grasping new concepts quickly & utilizing the same in a productive manner

Performed administrative and support activities for various supervisors
Acted as primary contact point for staffs and customers – ensuring good customer service, turn up on time & successful completion of tasks. 


	CORE COMPETENCIES
	Competency gap analysis & development 
Policy making and process management

Good managerial and communication skills 
Good supervisory skills

Good documentation skills
Solid experience in MS Word, PowerPoint, Excel, SumTotal LMS
Ability to work independently within a team

Personal accountability and commitment to achieve

Inspiring and developing others

Good interpersonal skills
Teamwork

Effective communication

	PROFESSIONAL Experience
	D+H Solutions india pvt. ltd, 6a leela infopark, technopark, trivandrum - Oct 2015 Till Present
Specialist (HR & Administration) 
HR Tasks

· Recommend and execute annual development plan for employees.

· Recommend and execute policies, procedures, rules, regulations.

· Plan and facilitate HR activities – contracts, recruitments, employee relations.

· Assist in developing job descriptions. 
· Monitor and maintain timesheets and leave requests. 

· Handle new employee orientation programs. 
· Provide support including scheduling meetings, maintaining and suggesting project schedules, tracking tasks and activities, and acting as a liaison to various departments. 
· Work in liaison with competency development team to ensure overall competencies of employees and thereby ensuring business continuity. 
Admin Tasks

· Manage office equipment and infrastructure availability on time to ensure smooth running of office. 

· Conduct procurement of office stationery for staff and meetings, workshops. 

· Managing incoming and outgoing office telephone calls. 

· Delegating and monitoring administrative tasks to ensure satisfying team performance. 

· Arranging transportation requests of senior employees 
suntec business solutions pvt. ltd, 321 nila, technopark, trivandrum -     Mar 2013 to Sep 2015
Executive – (HR & Admin), with full responsibility for planning, operating and ensure successful completion of company’s development requirement events and new & existing employees.  
· Designed and implemented programs for personnel.

· Supervised various admin related tasks. 
· Processing expense reports, coordinating the submission of proposals, planning meetings, tracking sales progress, troubleshooting minor technical problems, maintaining department database records, and serving as a liaison between traveling sales representatives and staff based in the home office
· Designed and conducted surveys of instructors, managers and participants.

· Maintains records of orders and inventory and follows up with vendors on shipment and delivery.
· Documents human resources actions by completing forms, reports, logs, and records.

Sarabhai Institute of Science & Technology, Vellanad, Trivandrum - Nov 2008 to Aug 2011
Lecturer – with full responsibility in training the students as well as handling the academic electronics project works and ensure their successful completion of course work.  Timely planning and execution of all academic works with full commitment.  Got experience in evaluating students from other colleges from a university perspective – for theory as well as electronics practical subjects.

	education
	Bachelor of Technology – Electronics & Communication from Cochin University of Science & Technology with aggregate percentage of 74.47 in 2008

Diploma in Electronics & Communication -  from Board of Technical Education, Kerala with aggregate percentage of 77.3 in 2005

Higher Secondary Certificate – Science from Board of Higher Secondary Education, Kerala with aggregate percentage of 75.6 in 2002

	Personal details
	Father’s Name
              :  Mohan Kumar S

Sex


: Male

Nationality

: Indian

Languages Known
: English, Malayalam

Hobbies  

: Playing & watching cricket, reading, watching movies


	reference
	Available on request


Page 1
Page 2

