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Profile
To work with a progressive organization in which I can contribute my skills and experience to enhance my own productivity at the same time achieving the organizational objectives with the attribute of time, quality and discipline. To work in a dynamic and challenging job environment where I would be able to significantly contribute to the organization’s requirements while continuously enhancing my skill set.
         Professional Experience 
	Organization:  Cokonet Technologies Pvt Ltd     (1st March 2014 –25th April 2017)
Role:  


          HR Executive.

Location: 


Trivandrum, Kerala, INDIA



	Role:  
              HR Executive.

Location:          Trivandrum, Kerala, INDIA



            Responsibilities: 
· Active involvement in end-to-end recruitment process for the current and prospective staffing requirements.

· Documentation supporting from joining-to-exit of the employees. 

· Inducting new joiners at all levels.

· Monitoring and evaluating the performance of employees. 

· Attendance and leave management

· Administering the payroll activities.

· Co-ordinating internal and external training and recruitment activities.

· Maintenance of Personal records linked with Personnel Management systems (PMS)
	Organization: 
   Sree Constructions (1st August 2011 – 30th November 2013)

Role:  
               HR Executive.

Location: 
  Trivandrum, Kerala, INDIA



       Responsibilities:

· I have handled HR execution relating to labor management.
· I have experience in managing employee relations with hourly staff. 
· Keeping a track on the attendance of the employees.
· Taking initiatives to engage the staff to their work.
· Developing and tracking the manpower
· Expert in taking the order from the seniors and giving the valuable suggestions.
· Maintain and tracking employee’s personal files and records. 
· Experience in executing HR operational activity such as salary administration. 
· Effective communication at all levels of employees. 
· Have maintained harmonious employee relations among management and workers through efficient administrative processes
	Organization:    Clerysys Inc.  (25th February 2008 – 3rd Oct 2008)

Role:  

    IT Recruiter.

Location: 
   Cochin, Kerala, INDIA 



Responsibilities:

· I have been involved in every stage of recruitments i.e. complete knowledge of recruitment cycle.  
· My expertise comes in the areas of Resourcing, Head Hunting, Internet Research, Rate Negotiation & Client interaction. 
· Worked on the Tax Terms like Corp-Corp, W2, 1099 as well as Full Time Positions. 
· Keeping database in a very systematic way so that it will facilitate the scrutiny and short-listing of the CVs. 
· Establish relationships with third party vendors to support high volume opportunities. 
· Marketing bench consultants mainly into Siebel & SAP Platform. 
· Interaction with the clients and top level management.
· Prepare as well as maintain monthly reports and analyze recruitment statistics.
· Full desk responsibilities of maintaining ongoing load of job requisitions and managing job postings on internet job boards, internal resume database, and candidate hot list on MS Excel.

· Responsible for follow-up with the candidates about their availability and checking with any other interviews are lined up with the consultant

· Schedule & coordinate Technical Interview by interacting with US team and Clients. 

· Keep consultants informed with the feedback from the client side. 

· Maintaining an internal database for the company.  
              Educational Credentials:
· MBA in HR & marketing  [2009 - 2011]
· Institute: Institute of Management in Kerala

· University: Kerala University
· B.tech in EEE  (2002- 2006)
· Institute: Mar Baselios college of engineering and Technology

· University: Kerala University         
Additional Qualifications: 
· SAP Training

   Undergone training for SAP MM (Materials Management) module at cokonet  technologies  Pvt Ltd , Trivandrum. ( Sept 2015- October 2015)
·  Did Diploma in Electrical cad and PC Schematic from Cadd centre , Trivandrum.

·  Attended 3 months training program in Software Testing and Quality Control (STQC) from Informatics, Trivandrum.
Achievements  & Activities
· Editor for the college magazine.

· Co-ordinator of the inter college management event,  MANIA ‘Managers in action’ 2010.
            
 
  Skills        
· Proven success in self-managed and team-based projects. 

·   Delivery of HR Processes / Ensures HR products and processes work as intended to support business    & organizational objectives.
· Have strong facilitation skills, a high degree of impact & influence with employees and leadership.
·   Excellent client interfacing skills 
· Excellent verbal and written skills with a detail-oriented approach for completing projects   and assignments. 
· Decisive thinker, Skilled influencer and Personally credible.
· Comprehensive problem solving abilities and Interpersonal communication skills. 

· Quick learner, Team facilitator.

· Strong Excel and Access skills.

Declaration
  
I hereby declare that all the above information given by me is true to the best of my knowledge and belief. 
  
References could be provided upon request.
