Kavitha 
Kavitha.355418@2freemail.com
EXECUTIVE PROFILE
· Competent and diligent professional offering comprehensive experience of over 7 years across HR Management, Administration, Personnel Matters, Employee Engagement, Statutory Compliances and Liaison & Coordination; currently spearheading Best  Western Premier as HR Executive.

Key Competencies
Strategic Human Resources, Operations Management, Organization Development, Recruitment & Selection, Visa Processing, Employee Engagement / Appraisals, Pay Roll Administration, MIS Reports,Compensation & Benefits, Performance Management System [PMS],Business Development, Employees Relations & Retention, Training & Development .

Career Highlights












Best Western Premier Hotel, Deira Dubai, UAE (Pre-Opening Hotel)

April, 2015 to  till Date

Role: As HR- Service Leader (Executive)
· End to End Recruitment process.

· Conduct employee on boarding System & help plan Training & Development.

· Visa Processing for the new employee & Visa renewal.

· Well versed with UAE Labour Laws.

· Preparing Attendance & tracking the Leaves of the employees.

· Preparing the final Payroll using HRMS Software.

· Doing  Entry & Exit Formalities for colleagues.

· Drafting HR Policies & Procedures as per Company standards.

· Preparing MIS Reports.

· Working closely for the Organizational Development.

· Conducting Training & for the Development of the Organization growth.

· Organizing Employee engagement activities.

· Handling the Contracts with the clients like transportation, accommodation & cafeteria.

· Handling Employee grievances as a first face of HR Department.

· Conducting Annual  Appraisals for employees.

· Preparing Full & Final Settlement for resigned colleagues.
OiLibya Services, Dubai, UAE (Corporate Office on Temporary basis)

1st March, 2015 to 31st March, 2015

Role: As HR Administrative Assistant
· Worked at Corporate Office in maintaining the HR MIS System on temporary basis.

· Sorting of Employee files of the Affiliate Companies.

· Calculating the Annual leaves of the Employees.

· Assisting in Preparing the Training Schedule.

· Assisting in preparing the Training presentations.

· Assisting in Calculating the Overall Performance Appraisal of the Affiliate Companies.
Golden Tulip Hotel, Bangalore, India (Pre-Opening Hotel),

  March, 2013 to February, 2014

 Role: As Assistant Manager - HR 
· Conducting Recruitment & Selection Process.

· Preparing Manpower Budget.

· Preparing monthly Attendance & Leave Process.

· Preparing Payroll Process using IDS Software.

· Entry & Exit Formalities.

· Conducting Annual Appraisals of employees.

· Organizing employee engagement activities.

· Preparing External & Internal Communication letters.

· General Administration &MIS.

· Grievance Handling for employees.

· Conducting Training Programs as a Trainer.

· Preparing Statutory Compliances (PF& ESI).

· Preparing Full & Final Settlement for resigned employees.
Royal Orchid Central,Bangalore

April, 2012 to Feb, 2013

Role: As Assistant Manager – Human Resources 
· Recruitment & Selection end to end Process. 

· Conducting the Induction  Program for new colleagues.

· Preparing Manpower Budgeting.

· Preparing employee Attendance & Leave Process.

· Preparing Payroll & statutory (PF & ESI )compliances.

· Doing annual appraisal for the colleagues.

· Handling employee issues.

· Preparing the Full & Final Settlements.

· Conducting the Training Programs as a Trainer.                          

Moevenpick Hotel &Spa, Bangalore, India





 Dec’ 2010 to April, 2012

Role: As Human Resource & Training Coordinator (as a part of Pre- Opening Team member).
· Assisting the HR Manager in Recruitment and Selection process.

· Doing Joining formalities for new colleagues.

· Assisting the L&D Manager in Training.

· Maintaining HRIS/MIS Report.

· Assisting in Payroll and Compensation using  Alif Software.

· attending the queries of the employees.

· Assisting in preparing the Attendance/Leave Management.

· Assisting the HR Manager in Bulk Recruitment &Career fair.

· Assisting the Director HR to conduct Employee Events like Town Hall Meeting, preparing presentations, Sports activities.

Larson & Toubro- Komatsu Limited, Bangalore – Manufacturing Company

(March, 2009-2010)

Role: Internship Programe (Industrial Training)
 Education
· MBA in HR & Sales from Ramaiaha Institute of Management Studies, Bangalore, India in the year 2010.
·  Law Graduate  from SDM law College, Mangalore, India (5years Course).

· Completed Training in Diploma in Computer Software Technology Course in KARAVALI COLLEGE, Mangalore, India.

Achievements 
· Represented Mangalore University in STATE & NATIONAL LEVEL Youth Parliament Competition.

· Represented Mangalore University in “SUVICHAR AND YOUTH CONVENTION” Programme during 12th National Youth Festival organized by Government of India, Ministry of Youth Affairs & Sports.

· Participated in the STATE LEVEL Media Workshop Organized by National Service Scheme held at N.S.S Bhavan, BANGALORE. Awarded as BEST N.S.S OUTGOING VOLUNTEER in the year 2006-07 in SDM.LAW.COLLEGE.

· Participated in the XVII All India Moot Court Competition Conducted by KERALA LAW ACADEMY MOOT COURT SOCIETY held at Thiruvananthapuram.

Personal Details
DOB/Age


 
   :  23rd November 1984

Sex



               :  Female

Marital Status


               :  Married

Language Known                                    :   English,Hindi, Kannada, Malayalam.

Visa Status



   :  Employment Visa (Transferable)

Driving License                                        :  Indian                          
This is to Certify that the particular mentioned above are correct to the best of my Knowledge   and belief.
Place:  Dubai                                             


    
                    Kavitha 
