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To work in a challenging environment, which maintains high professional standards, fosters personal growth, provides opportunity for continuous learning and expects quality results.

SYNOPSIS
· A dynamic individual with 4+ years of experience in Human Resource Generalist and Recruiting.
· To facilitate organizational growth, institution-building, team management and strengthen organization culture through involved and motivated leadership. 

CORE COMPETENCIES
Talent Acquisition 

On Boarding

Admin

MIS
Employee Welfare

Training & Development

Employee Engagement

Employee Relation

Team Management
Human resource management

AREAS OF EXPERTISE
I) Manpower Planning
· Preparing Organization Structure and finding out the required positions to be recruited.

· Formulating initial manpower costing.

· Attrition analysis and manpower need identification.

· Ensure manpower restructuring process as & when required.

II) Job Description

Coordinating with all departmental heads to prepare Job Description for all vacant positions identified.

III) Recruitment & Selection
· Sourcing CVs through advertisements, employee referrals & placement consultants.

· Scrutinizing CVs & short-listing candidates for interview.

· Interview scheduling & Interview Calls

· Conducting written/practical tests if applicable.

· Coordinating interview, assessment & rating of candidates.

· Authenticating salary & designation of selected candidates 

· Intimating the job offer to the selected candidate & preparation of Offer Letter

IV) Joining Formalities
· Ensuring that joining Docket, personal data Form, enrollment in muster roll, Pre-Employment Health Checkup, accommodation request, issuance of ID card, issuance of leave Applications & Bank Account opening of a newly joined employee is effectuated.

· Preparing personal files of a newly joined employee.

· Entering the details of  newly joined employees in HIS
V) Attendance Management
· Verification of attendance through punching report & muster roll.

· Verifying the sanctioning of leaves as per the submitted leave cards.

· Cross-checking muster roll with departmental duty rosters to identify any violation.

· For salary computation, monitoring the attendance between 1st day of the previous month & 30th day of the ongoing month.
VI) Salary Administration
· Entering attendance, miscellaneous earnings, deductions & monthly allowances in HIS.
· Assisting in payroll processing on or before 25th of every month.

· Payment on Last working day

· Generating category wise salary registers.

· Cross-checking of salary registers against arrears, deductions, LOP and monthly allowance details.

· Ensuring ‘Zero Error’& forward the copy approved by finance manager for disbursement of salary.
VII) Statutory & Legal Compliances

a) Employee Provident Fund
· Initiating applications for registration in EPFO & allotment of new employer code.

· Submission of Form 13 of all transferred employees to the statutory consultants.

· Monthly preparation of EPF Statement of the previous month & ensure that monthly returns are remitted on or before 15th of every month.

· Submission of Form 19 & Form 10 C for claiming EPF dues & pension fund.

b) E S I

· Initiating applications for registration in ESIC & allotment of new employer code.

· Monthly preparation of ESI Statement of the previous month & ensure that monthly returns are remitted on or before 15th of every month.

c)  Compliances related to Labour Office
· Upkeep & Submission of all required forms & registers such as muster roll, employment register, service record, wages register, wages slip etc for periodic inspection by District Labor Officer and updating visit notes.

· Obtaining annual sanction from District Labor Office on National & Festival Holidays given to employees.

VIII) Training & Development
· Coordination with HODs for preparation of Induction schedule.

· Conducting induction programme for new joinees.

· Taking induction sessions on HR policies, rules and regulations of the organization along with some sessions on Soft Skills.

· Collecting Feedback and analysis of Induction Programme.

· Preparing training calendar for employees by identifying training needs in consultation with Departmental Heads.

· Making all arrangements for other training programmes on competencies & soft skills as per the identified training needs.
IX) Exit Formalities
· Issuing ‘Clearance Form’ to the resigned employee from HR Department to denote on any recoveries to be made by the concerned departments.

· Ensuring that the full & final settlement is in accordance with the ‘Notice Period’ as mentioned in the offer letter.

· Computation of Salary & other benefits such as privilege leave encashment & gratuity if applicable.

· Conducting Exit Interview. 

· Issuing Service Certificate & Relieving Order.
· Issuing experience letter & reliving order.

X) Time management

· Creation of public holiday calendar.
· Defining office rules and office work schedules.
· Grouping and sub-grouping of employees for work and time schedule.
· Generation of monthly attendance evaluation form with late comings of employees.
XI) MIS:

· Updating the monthly HR MIS including Employees attrition, exit details, MPS, SOC and                   variation report

XII) Performance Appraisal: 
· Working towards improving Performance Management System for providing Rewards/Appreciations for successful performers, Executing Performance appraisal system in time.

CAREER CONTOUR
1. September 2014- til date
CICILSONS RUBBER PRODUCTS KOTTAYAM, KERALA as SR.EXECUTIVE-HR

Cicilsons Rubber Products is located in Industrial Nagar ,Kottayam District. Kerala is providing different Rubber products to industries and to direct market. It has lot of satisfied customer using quality product. Leading by a motivated and innovated management team ensure optimum product quality, durability, customer satisfaction. Our process and product are very eco-friendly and ensure 100 % safety to our customers and employees. 

· Functioning as SR. EXECUTIVE – HR
2. July 2012-August 2014 

 ETA in IRFANA ENTERPRISES Roll, CHENNAI as HR OFFICER

IRFANA ENTERPRISES is providing Manpower Solutions and Facility Management Services to its Clients. Having 10 + Years of Service in providing Manpower Solutions, Manpower Consultancy Service, Facility Management Service etc. 
· Functioning as HR OFFICER
ACADEMIA
2015
MBA HRM From Bharathiar University Coimbatore
2012
B.E-EEE From Anna University Chennai
2008
12th from St.Anne’s H.S.S. 
2006
10th from  St.Anne’s H.S.S.
IT FORTE

Proficient in the use of computer programs such as Microsoft Word, Excel, Power point, and   Outlook Express


Operating System

:
Windows and Internet 

Applications


        :
MS Office
PROFESSIONAL SYNOPSIS
· Have analytical skill and ability to handle new assignments and meet deadlines

· Ability to work in a team

· Enthusiastic to learn  new things

· Hard working
· Good communication 
WORKSHOPS/TRAINING PROGRAM ATTENDED
· Two Day Training on “PRACTICAL HR “
· Training on “CAMPUS RECRUITMENT”
FUNCTIONAL SKILLS

· Organizational behavior

· Leadership Training 

· Recruitment Training

PASSPORT DETAILS

· Place of Issue
:  
COCHIN

· Date of Issue
:
03.06.2013

· Date of Expiry
:  
02.06.2023

PERSONAL DOSSIER
Date of Birth


:
03rd March 1990
Languages


       :     
English, Hindi, Tamil and Malayalam

I hereby declare that the details furnished above are true to the best of my knowledge.
