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To attain a challenging role where I can contribute to the best of my knowledge and apply my talents for the benefit of the organization as well as myself.


· MBA in Human Resources Management with 5 years (approx) professional experience in Human Resources and Admin Department.

· Skilled in attracting the most qualified employees and matching them to jobs for which they are well suited.

· Have hands on experience in the Human Resource Software Module.

· Aggressive and Confident.

· Quick learner and Motivator.

· Effective communication skills.

· Ability to maintain interpersonal relations.

· Exquisite organizational & management skills.

· Willingness to learn new technologies and take additional responsibilities

· Ability to work in both independent and team environments


Working as a HR Executive in Madras Medical Mission Hospital (MMM Hospital)

Duration: 3rd June 2016 to till date.

Recruitment & Selection:

· Coordination with Department HOD’s and understanding their requirements, defining job positions.

· Resourcing, screening and short listing resumes through various job portals or else internal reference.
· Short listing the resumes based on desired skills and experience.

· Advertising vacancies, screening and short listing resumes.

· Conducting telephone and Personal interviews in coordination with department heads.

· Preparing offer letter, employment contract and job descriptions, completing joining Formalities and documentation.

Training & Development

· Scheduling and arranging training while coordinating with external trainers and training programs.

· Identification of training needs and nominating candidates for training.

· Provide and co-coordinating training programs 
· Encouraging participation of employees in various organizational events.

· Issuing training certificates after completion of the training.
· Evaluates the effectiveness of the respective training programs by obtaining feedback 

from employees

HR Administration

· Preparing Final settlements, leave, salary and all employee benefits.

· Compilation & processing of attendance data in attendance system.

· Processing monthly attendance musters for workers, trainees & officers.
· Preparing Loan, Salary Advance, Earned Leave Encashment, Double Duty encashment in the HR Software module.
· Maintaining employees personal files and records, communicating HR policies & across the organization at all levels.

· Designed Policies and Various HR Forms and Induction Program.

· Tracking attendance, maintaining leave records, PF records, issue letters, etc.

· Preparation of full and final settlement generation of Experience Letters, Relieving Letters.

· Keeping track of Confirmation, Appraisals, and Increments of employees.

· Preparing various letters like offer letter, appointment letter, confirmation letter, increment letter, transfer letter, Absenteeism notice, warning letter, showcase notice, experience/service certificate, relieving letter, etc.

Talent Engagement / Employee Relations & Communication
· To detect and handle complaints, disputes and grievances of all staffs and to report them to the Department HOD’s and Management.

· Resolving issues, problems and complaints related to policy interpretation, office timing, PF & ESI issue and payroll.

· Facilitating healthy organizational culture by promoting open house discussions, employee suggestion schemes.

· Developed a system of regular Employee Engagement Activities like Birthdays, Festival themes celebrations & other weekly activities.

· Handling Separation Mechanism & providing the inputs based on Exit Interview to management in view to strengthen the system.

· Responsible for initiating & implementing internal company transfers.
Worked as a HR Generalist in Euprraxia Technology Private Limited

Duration : 3rd September 2012 to 11th June 2016


Recruitment & Selection:

· Coordination with Technical panel and understanding their requirements, defining job positions.

· Resourcing, screening and short listing resumes through various job portals or else internal reference, head hunting.

· Short listing the resumes based on desired skills and experience.

· Advertising vacancies, screening and short listing resumes.

· Conducting telephone and Personal interviews in coordination with department heads.

· Preparing offer letter, employment contract and job descriptions, completing joining Formalities and documentation.

Talent Engagement / Employee Relations & Communication
· To detect and handle complaints, disputes and grievances of all staffs and to report them to the Project Managers (Project Manager of Site) and Management.

· Resolving issues, problems and complaints related to policy interpretation, office timing, PF & ESI issue and payroll.

· Facilitating healthy organizational culture by promoting open house discussions, employee suggestion schemes.

· Developed a system of regular Employee Engagement Activities like Birthdays, Festival themes celebrations & other weekly activities.

· Handling Separation Mechanism & providing the inputs based on Exit Interview to management in view to strengthen the system.

· Responsible for initiating & implementing internal company transfers.
Worked as an Admin Executive for IDBI FEDERAL call center  June 2011 to August 2012 
Duration : June 2011 to August 2012.


· Calling the IDBI Federal customers and explaining the Insurance details.
· Ensure the Insurance account is opened by the customer.

· Ensuring that the customers are using the policy.


	Qualification
	College/Institution 
	Board/University
	%
	Year of passed

	M.B.A

(HR)
	University of Madras
	University of Madras – Distance Education
	67
	2013

	       B.Sc.

(Mathematics)
	Valliammal College
For Women.
	Madras University
	83
	2011

	H.S.C
	Sacred Heart Matric. Hr. Sec. School.
	State Board of

Tamil Nadu
	77
	2008

	S.S.L.C
	Sacred Heart Matric. Hr. Sec. School.
	Matriculation
	71
	2006



· Diploma in Computer Application.                                                                

· Trained in C, C++.

· Trained in MS Office.
· Driving the successful execution of training programmers by sensitizing employees and reporting managers to ensure their adequate participation.

· Junior Officer Recruitment.

· Conducting Induction programmes for the newly recruited employees.


Date of Birth

:
25th Feb 1991.
Age

:
25
Sex

:
Female.
Marital Status

:
Married
Nationality

:
Indian.
Language Known
:

· English (Read / Write / Speak)

· Hindi (Read / Write )
· Malayalam (Read / Write / Speak)
· Tamil (Read / Write / Speak).

· Handicrafts
· Embroidery
· Glass painting




I hereby declare that the information furnished above is true to the best of my
knowledge.
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