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JAVITH 
JAVITH.372287@2freemail.com 



CAREER SUMMARY
An innovative and enthusiastic individual who is equipped with considerable amount of knowledge in the field of HR Recruitment & Administration with history of success leading strategic and operational initiatives within startup and well-established corporations.
Focused analyst driven to identify business needs and develop plans to deliver tangible results.

Aiming for a position in Human Resource field where I can utilize proven people - oriented skills to develop and promote a positive work environment.
Currently looking for a job change to work and showing my integrity, commitment to promote for continuous success.
PROFESSIONAL EXPERIENCE
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National Food Product Company - Industrium Group (Sep 2014 - Present) 
Business Support Executive - Recruitment (Reporting to HR Director & Managing Director)
3 years of professional experience in operational and strategic Human Resource Management,
Employee Relations, Policies, Procedures and Recruitment.

To determine applicant requirements by studying job description and job qualifications. Consummate a qualified applicant by a process of interview, analyzing responses, verifying references, comparing qualifications according to the position’s requirement.  Managed an effective recruitment and selection process including preparing & updating job descriptions, sourcing, making offers, negotiations and on-boarding the candidate. Handling and maintaining the capable staffs in the organization by following required Performance Analysis and performance improvement training and report submission during the appraisal meet.
Employee Relations:

Responsible for providing an effective employee relations service, ensuring that advice and /or counseling is given as appropriate which includes advising and participating in disciplinary and grievance interviews to ensure equitable treatment of staff. Manage new employee relocation by determining employee requirements by providing community introductions.
Admirable Skills in Crisis Management:

Patient and composed at all times with an ability to 
establish a personal equation and maintain excellent rapport with inter-departmental activities viz.
i.e.: Administration, Finance, Accounts, Service areas etc.
Core Competencies: 
· Recommended new policies, practices and contributed a visible part for the development of the organization. Having in depth knowledge of the recruitment industry.
· HR forecast / Manpower Planning and Budget management. Induction training and exit interview management and analysis.

· Set a well-disciplined structure in Position Descriptions through new policies and procedures to meet the strategic and operational objectives of the company. 
· Structured inter program by conducting orientations, scheduling rotations and assignments, monitoring intern job contributions, coaching interns, advising managers on training and coaching.
Previous Employment History:
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MedCAL BPO (Jan 2014 - Aug 2014)

Quality Control Analyst – UK & US Voice Process
Designing Evaluation Programs

Choosing the performance metrics to analyze based on the areas of voice quality, product knowledge and the training scripts. Supported in the best way to evaluate performance in terms to help the organization recognize problems and increase its effectiveness. 

Monitoring Industry Trends

Quality-assurance analysts also stayed abreast of industry trends. Analyzed the practices of various firms within the industry to identify other quality-assurance parameters to improve customer relations and created a customized solution for the employer.
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MSME DI – Central Govt. Of India (Jan 2013 - Aug 2013)

System cum Administrative Assistant
Responsible for conducting the ESDP, EDP and SDP programs and giving guidance to the clients to facilitate the efficient operation for their entrepreneurial development skill towards their business and responsible for providing an efficient and professional administrative and clerical services in back office, petty cash etc.

HR Operation

Stayed in the operation of reimbursement of expenses incurred by the employee in the performance of the duties of their employment, in certain circumstances, in order to make tax-free. 

Payroll & Benefits Administrator

As a payroll and Benefits Administrator, imparted information regarding benefit plans and workers compensation. Maintained meticulous records on each employee in order to prepare Cheque and deduct taxes. Maintains employee’s attendance.
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Veisa Technologies Pvt. Ltd (Apr 2012 – Dec 2012) 
Technical Support & In Admin - SECC Project (Central Govt. Of India)
Worked as Technical Support and as a part of a team MySQL Database and supporting the HRM. Handled over 180 Government Supervisors &1500 Manpower units per town and provided training over Tablet PC’s. Responsible to achieve the desire level with the deadline in respective areas.  Day to day progress report should submit on time to the appropriate Government Official. The weekly progress review should be reviewed in front of District Collector and their Union & Block Officers with data accuracy.

Project Accounting
Creating financial reports specifically to track the financial progress of the project which can be used by the managers to aid project management where the ability to account for costs by contract which is usually required for interim payments.
M.S. Trade Links – (Shipping & Logistics)
Administrative Assistant (May 2011 - Mar 2012)
Responsible for providing an efficient and professional administrative and clerical service to Subordinates, Manager and Supervisors to facilitate the efficient operation in supply chain management.

Man-Power Organizer

· Dealt with total supply of personnel available or engaged for a certain job and task by estimating the number of personnel with different skills required for a project and detailing the procedure how and when they will be acquired.
ACADEMICS


· Masters of Business Administration
(Human Resource & International Business Management)


(Finalist - Waiting for Results)
Assam Down Town University, Pune, India.

· Bachelor of Business Administration
(General Administration)






(5.9 GPA - 2011)
Manonmaniam Sundaranar University, India.
· Individual Final Year Project (Degree) - A Study on Employee’s Attitude Towards Job Satisfaction of Seapol Logistics Private Limited, Shipping Estate, World Trade Avenue, Tuticorin, India.
EXPERTISE


· HR Administration.

· E-Recruitment.

· Planning ahead.

· Secretarial.

· Organizational Skills.

· Problem Solving.
· People Skill.
· Negotiating Contracts.
· Positive Attitude.
· Eye for Details.
· Desire to Win.
· Interviewing.
· Strong in mail communication.
· Experienced in social media sourcing.
· Extensive knowledge of how businesses work.

· Able to run own desk without being micro managed.
· MS Office (Word, Excel, PowerPoint, Access, Outlook).
PERSONAL DETAILS


Date of Birth



:

02nd Oct 1990

Sex



:

Male

Nationality



:

Indian

Marital Status



:

Single

DECLARATION

I hereby declare that the information furnished above is true to the best of my knowledge.[image: image1.png]



