
Caleb
●    Email: caleb.374897@2freemail.com

Objective:
Looking forward for a career in Human Resources where I can contribute to my organization with my skill sets and experience. 
Synopsis:

Offering 2 plus years of experience in Human Resources expanse and I was graduated with a Bachelor of Science (Physical Education) degree in the year 2013 at Madras Christian College. I completed MSW (Human Resources) degree in the year 2015 at Madras School of Social work. I'm aspiring to become a strong Human Resource professional.
Skill Sets:
· Flexible team player with rapport building skills
· Certified Sports person

· Dancing and choreography skills
· Excellent written and Oral communication skills

· Adept use of Microsoft Office

· Excellent networking skills 

· Coordination and organizing skills 

Professional  Experience:
CohnReznick LLP, INDIA                                                                                                      (April, 2016 to Till date)

Human Resources - Analyst

· Sourcing and Screening from Naukri and Linkedin.
· Interview scheduling, coordinating with hiring managers and candidates till onboarding.
· Handling Walk-ins and candidate footfall.
· Coordinating with Labor officials.
· Handling US Rotation formalities and Indemnity preparation.
· Supervising Continuing Professional Education (CPE) Team.

· Associated with US- Learning and Development team and coordinating with all training programs and workshops.
· Rationalization employee records and database.
· Handling Employee engagement activities.

· Performance Evaluation and Review coordination.

· Employee Grievance Handling.

· Exit formalities.

· Updating Trackers.

ISS Security Service, INDIA                                                                                                      (July, 2015 to April, 2016)

HR Executive - Learning & Development- South India

· Handling Soft Skill Training for various Client Sites.
· Handling INDUCTION for New Joiners. 
· Handling MIS for Whole South India L&D team.
· Preparing invites and organizing various training programs at various places.
· Processing Travel Claims for whole L&D team. 
· Handling welfare for L&D team.
· Coordination and Documentation.
· Escalation of L&D Team Grievances.
· Conducted “Our People Survey” with OD Team.
· Organized Evacuation Drill at various sites.
Field Work/ Internship  Experience:
Arunodhaya, Chennai, India                                      
    (Dec, 2013 –Mar,2014)

Social Work Trainee
· Practiced Case Work, Group Work and Community organization
· Organized Medical Camp for the clients in the agency

· Raised funds for organizing agency’s events
· Training and Coaching given to school dropouts 

· Documentation of field work report 

Good Earth School, Chennai, India                                                                
    (Jan, 2013 – Feb, 2013)

Physical Education Trainer 
· Trained school students on physical education: Gymnastics, Agility workouts and physical fitness sessions
· Organized Sports Events for the school
· Formed Basketball and Athletic events team
· Conducted Sports Nutrition sessions
TVS AUTOMIBLE SOLUTION LIMITED                                                                                 (May,2014 -  June,2014)
Human Resource Trainee

· Handled project on “Employees Welfare Measures”- (Grievance, Accidentals, Disciplinary Issues and Attrition Analysis.
· Conducted Mini Research on JOB SATISFACTION
TUBE PRODUCTS OF INDIA                                                                                                      (Aug,2014 - Sep,2014)
Human Resource Trainee

· Assisted in Apprentice Recruitment process 
· Organized safety and safety re-training
· Guided 67 HRs of various companies
· Recording the induction program and training for various  categories
NTRUST INFOTECH                                                                                                                     (Feb, 2015 - March, 2015)
Human Resource Trainee

· Assisted in Recruitment process (Walk – In Interviews & Campus Recruitment)

· Handling HRIS (Employee Leave, Employee Movement etc )

· Handling Biometric System

· Facilitating Performance Appraisal System Initiatives

· Background Verification Check

LOGIC INFORMATION SYSTEMS, INDIA                                                                              (May,2015- June,2015)

Human Resource Trainee
· Prepared Organization charts for all the teams
· Documented the RESUMES of JAVA BATCH for ORACLE project
· Prepared invite for LEADERSHIP TRAINING for all leads of the company
· Prepared INDEX for HUDDLE 
· Evaluated Six Assessment papers for QA batch employees
· Updated training hours of each employees in training tracker from REPLICON (Time sheet management)
· Invigilated and Evaluated aptitude test for Fresher’s
· Converted the HR- INDUCTION program slides into new templates 
· Converted training contents from old to new template
· Prepared Power Point for Training and Development team

· Prepared Business Templates for NEWS LETTER

PROJECT
 Done a Research study on “Challenges Faced By the Human Resource Professionals in Employee Retention”
Education Affiliations:
· 2013-2015 Madras School of Social Work, University of Madras, Chennai

Master of Social Work – Human Resources  
· 2010-2013, Madras Christian College, University of Madras, Chennai
Bachelor of Science – Physical Education 
· 2009-2010, Bethel Matriculation Higher Secondary School, Chennai
+2, State board – 

· 2007-2008, Bethel Matriculation Higher Secondary School, Chennai

SSLC, State Board            
Achievements:
· Represented India for World Cup Sepak Takraw (Malaysia) and secured 2nd runner up(Bronze Medal)– May 2009
· National level consistent medal holder for Sepak Takraw
· Divisional and District level winner in Sepak Takraw Athletics, football, basketball and volleyball
· Yuvasri Kala Bharathi Award for Sports

· Won several college cultural competitions– Dance
· Organized two day HR Workshop & Altius Student Events  titled HR Unleashed (2013 - 2014)
· Organized International Social Work Conference-2014 at Madras School of Social Work (2013 – 2014)  
· Was elected as Cultural Secretary of Student Development Council in Madras School of Social Work for the academic year 2014-2015 

· Was an active member in the core committee for organizing Annual Conference of HR Sangam (January 2015) 
· Organized one day HR conference & Altius Student Event titled HR Unleashed 2.0 (2014- 2015)
Certification:
· Certified first aider, St. John’s Ambulance association of India
Conference attended:
· Active member in HR Sangam and attended NIPM monthly meetings
· National conference on Debt Bondage.

· Confederation of Indian Industries.

Personal Details:
· Date of birth : 12-April-1992
· Hobbies: Sports, Dance, Music, Photography, Graffiti, Parkour, Street theatre, Arts and Travelling
· Languages known: English, Tamil, French
· Nationality: Indian
· Hold a valid passport

[image: image1.png]




