RESUME

JANIA 
Jania.354085@2freemail.com                                                                                                                 
CAREER OBJECTVE: 
 To join an organization that offers me an opportunity to use my abilities and ideas for achieving mutual growth.

WORK EXPERIENCE:

1, Human Resources Executive at Raihan Institute of Medical Science (392 Employees)

Duration - From April 2015 to December 2016

Duties Handling:
· Maintaining HR records & system.

· Selection, recruitment and established a system of recruitment for all employees.

· Preparation of Payroll 
· ESI, EPF welfare fund and Provident Fund preparation and submission.

· Leave Management
· Performed extensive research to update department policies and procedures.

· Providing professional support to employees
· Designed program of benefits, Performance appraisal, wage increases and employee relations programs.

· Preparation of Job Description and issuing various certificated.

· Implemented in-house training and development, induction and orientation.

· Manpower planning and planning for space and facilities.

· Providing orientation and induction.

·  Attendance management -ESSL Employee punting machine.
· Coordinating pre-employment medical examinations.
· Exit formalities
· Well versed with M.S. Excel, PowerPoint & Word
· Preparation of Duty Roster


2, Lecturer at MES College Erattupetta.
Duration - From June 2014 to March 2015.

Duties Handled in MES College:

· Teaching & Guiding the BBA & B.com students.

· Ensure that each student's registration, academic progress and examination entry details satisfy the relevant degree regulations.

· Provide leadership on the implementation of Faculty Learning and Teaching Strategies.

· Providing advice and direction to students experiencing difficulties (academic, financial, medical or personal). 

· Professional training to the students for the carrier achievements. 

3, Trainee - HR & Administration at Atees InfoMedia

Duration - From Jan 2014 to May 2014

Duties Handled in Atees Infomedia:
· Supports human resources department by screening and interviewing applicants.

· Preparing payroll for employees.
· Orienting new employees & giving training about company & company policies.

· Administering employee benefit programs.

· Documentation for human resources department.
· Coordinating with Client and development team for the proper customer support.

EDUCATIONAL QUALIFICATIONS:

	Course
	Institution
	Specialization
	University
	% of mark
	Year of Passing

	MBA  
	Institute Of Management In Kerala
	HR & Marketing
	University of Kerala
	75%
	2013

	BSC.
	St.Gerorge's College 
	Physics
	M.G. University
	75%
	2011

	PLUS TWO
	S.M.V.H.S.S. Poonjar
	Science
	Board of HSE
	80%
	2008

	SSLC
	S.M.V.H.S.S. Poonjar
	General
	Education Department
	83%
	2006


PROJECT FOR MBA:

1. Title: A study on the effectiveness of change management at HMT Machine Tools Ltd, Kalamassery.

Objective: To analyze the effectiveness of change management in the organization and to identify the satisfaction of employees towards the change.

Summary: This project gives a detailed study of the planning, implementing and evaluation of the change in the organization and the behavioral results of employees.

2. Organizational Study at Rashtra Deepika Ltd, Kottayam

PERSONNAL STRENGTH:

· Good inter personal communication skills. 
· Adaptable with all working conditions.
· Leadership skills and Team player.
· Confident and poised in interactions with individuals of all levels.
· Proven ability to gather, collate and use data effectively. 
· Good writing skills.
SPECIAL ACHIEVEMENTS:
· Organizer KAMFER 2K-13 Management Fest and Paper Presentation.
· Organizer CULTURA-2012 Marketing Game.
· Winner of various elocution competitions.
· Winner of various Essay (Malayalam) Writing competitions.
· District level winner of Sastra Prathibha competition organized by Malayala Manorama                and Swadeshi Science Movement.
· Winner of various Competitions like Mono Act, Drama, Katha presangam etc)..

COMPUTER KNOWLEDGE: Windows, MS Office, All day to day HR functions through HIS (Hospital Information System)
LANGUAGE KNOWN        : English, Malayalam & Hindi

PERSONAL PROFILE

Name of Husband

: Shimesh M. T.

Gender



: Female

Age and Date of birth

: 26 years, 06/10/1990

Religion 


: RCSC

Marital status


: Married

Nationality


: Indian

REFERENCE                       : On request

Declaration


I am confident of my ability to work in a team. I hereby declare that the details furnished above are true to the best of my knowledge and belief. 
Place: Sharjah, UAE                                                      

 Yours Sincerely,                                                     
Date:19/03/2017                                                         



