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Jasna 
E-Mail:  jasna367852@2freemail.co 
Expertise in Human Resource Management
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Extensive exposure in driving critical assignments across the career with proven success in ensuring optimum results
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 P R O F E S S I O N A L S U M M A R Y C O R E C O M P E T E N C I E S
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	Performance and scalability optimization
	My objective is to aim for a challenging Human Resource
	

	
	Assignment with a leading organization to focus on my
	

	Innovative
	abilities so as to work towards achievement of the
	

	Advanced problem solving skills
	organization’s goals.Have a track record of using acquired
	

	
	skills in data collection, analysis and management for
	

	
	
	

	Strong communication & interpersonal skills
	enhancing operations. Works well under pressure and
	

	
	consistently meets deadlines and targets while delivering high
	

	
	
	

	Numerate
	quality work.
	

	Highly organised
	P R O F E S S I O N A L  S K I L L S
	

	Trustworthy and discreet
	
	Exceptional Organizational Calibre.
	

	Team Working and supporting colleagues
	
	Data management.
	

	
	
	Crtitical time management.
	

	
	
	
	

	Patience, integrity and sensitivity
	
	Conflict Management expertise.
	

	
	
	Ethical.
	

	Assertiveness
	
	
	
	

	Flexible and adaptable
	
	
	
	

	
	
	O R G A N I S A T I O N A L E X P E R I E N C E
	

	Good at building relationships and able to
	
	
	
	

	
	
	
	
	

	
	Since September 2013 with Imrokraft Solutions Pvt. Ltd,
	
	

	
	
	
	

	influence others
	India as Human Resource Manager
	
	

	
	Team Size:27
	

	
	
	

	Diplomatic and objective
	Key Result Areas:
	

	
	
	


· Recruiting staff members to the team,in accordance with the team needs.Making sure the candidates are screened properly before going into the interview board so as to minimize recruiting time.
· Performance Management / Appraisals: Planning and timely completion of mid-year and annual performance reviews.
· Distributing and documentation of annual appraisal letters in personal files of employees.
· Employee Relations Management: Resolving employee grievances in a prompt manner and develop faith in employees towards the management.
· Employee Accounts Management: Employee financial statement generation and coordinating with bank for disbursing the salary in time.
· Pre-auditing the Payroll for zero error & management Approval.Handling Payroll Grievances if any.
· Assist in day-to-day running of the organization.
· Personnel File Management of employees,starting with recruitment process.Generating reports including Overtime & late coming reports, Absenteeism Reports of On-Roll Employees, Training Analysis and other reports.
· Issuing Show cause notices, Warning letters, Memos, Termination letters for the concerned staff and taking explanation.
· Generating ideas for increasing coherence among team members, planning team outings, taking steps to minimize attrition.
· Working as a liaison between team and management regarding appraisal matters.
· Highlights:
· Implemented strategies which minimized attrition rates by 30%.
· Worked in maintaining & improving work environment standards which enhanced team output.
· Made sure employee satisfaction was of priority when rolling out new policies.
· Escalated Overall Operating Efficiency (OEE) by 25% through measures such as defining and monitoring Key Performance Indicators (KPI's) and advising on corrective actions.

P R E V I O U S E X P E R I E N C E

· Jun’12 to July’13 with I-Soft Robotics., Trivandrum, Junior Software Engineer
· July’12 to feb’13 with Samtronics Data Product Limited,Junior Software Engineer Trainee
T R A I N I N G S
· Lean Six Sigma Green Belt Certificate -TÜV SÜD South Asia Pvt. Ltd.
· Six Sigma White Belt Certificate -Aveta Business Solutions
· Certificate Of course Completion:
 Microsoft Excel 2010 ,C#.NET,ASP.NET,Java.

	
	
	I T S K I L L S
	

	
	
	
	

	
	Software Proficiencies
	:Mini-tab 17, SPC Excel,  PowerPoint,MS Project
	

	
	Languages
	: PHP,ASP.Net, C#.NET, JAVA, J2EE, C++, C.
	

	
	DBMS Packages
	: ORACLE,MSSQL,MYSQL
	

	
	Operating Systems
	: Windows 7, Vista
	

	
	Web & Designing
	: HTML5, JavaScript, Dreamweaver, Web Expressions
	

	  2D & 3D Designing
	: Photoshop,Illustrator,CorelDraw
	

	
	
	
	

	
	
	A C A D E M I C D E T A I L S
	

	
	
	
	


· B.Tech. (Information Technology) from Muslim Association college of Engineering, University of Kerala, Kerala (2008-2012)
· SSLC(Cordova HSS,Trivandrum) and Plus Two(Carmel GHSS,Trivandrum ) From Kerala State Board.

Date of Birth: 30 January 1990
Languages Known: English, Hindi, Malayalam,Arabic(reading and writing) & Tamil
Visa Staus:Visit
