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	Enthusiastic, Dynamic, and highly motivated professional offering formal education, valuable experience, skills and attributes for a rewarding role in Human Resource and General Administration. Possess sound knowledge in handling HR related functions including Recruitment, Performance Appraisal, Reward Management, Compensation & Benefit, Training & Development, Employee Relations and People Management with strong competencies in General Administration. Demonstrate enthusiasm, tenacity and initiative in achieving performance goals, desirous for continuous learning with excellent analytical, coordination, organization, time management, problem-solving, interpersonal and communication skills and ability to adapt manage in a high pressured environment. Seeks a solid career foundation within a forward-thinking organization which offers challenging and broad training to use and develop skills.


	STRENGTH & SKILLS


	· Accomplished Master’s Degree in Human Resource
	· Competency in Human Resource Functions/Admin

	· Adept in Recruitment and Selection Process skills
	· Capability to multi-task and meet tight deadlines

	· Strong motivator, friendly and active personality
	· Excellent communication and Interpersonal skills

	· Excellent Planning/Organizing/Time management
· Self-starter-quick learner-flexible personality
	· Tolerant & handle pressure w/ ease & efficiency
· Possess Integrity, Creativity, Honesty & Teamwork


	

	

	



M.B.A Human Resource Management – Bharathiar University, India



2018

B.Tech Engineering (EEE) – Amrita School of Engineering, India




2014
Certification:

Diploma for MEP course in Electrical Designing & Draughting
	

	

	



Trainee (Programmer Analyst Trainee) – Cognizant Technology Solutions, India

2014 – 2015
	

	

	



· Accomplished Master’s Degree in Human Resource and B.Tech in Engineering (EEE) from one of the reputed University in India.

· Technically astute with MATLAB, AutoCAD, PSpice, MPLABIDE, PSCAD, ETAP, OrCAD, and Eclipse as well as MS Office Applications.

· Received Project Excellence Award in 2014 for the final year project from the Department of Electrical & Electronics Engineering-Amrita Vishwa Vidyapeetham.
· Possess excellent attitude plus a quick learner who can easily understand and adapt company processes. Efficient and Reliable with Enthusiasm for working towards service excellence.
	

	

	



	HR Assistant
· Assist the HR Manager for Hiring employees and process hiring-related paperwork.

· Provide assistant in the selection process to include interviewing, assessing candidates, screening, and recommending finalists, filling the staffing needs within the set time frame. Conduct reference and background checks on applicants. 

· Execute recruitment plan by sourcing out well-qualified candidates from a variety of sources (advertisement, internal referral, job portals). Organizing assessment on a regular basis for open vacancies in the organization.

· Maintain a filing system and a database containing prospective candidates for recruitment. Writing job advertisement and deciding the channels where it has to be advertised. 

· Interpret human resource policies and procedures and responds to request for information and assistance from applicants/employees. Issuing offer letters, Visa documents to selected candidates & following up with them until placing. 

· Handle exit interview, coordination with staff & department with regards to resignation when needed.

· Maintain the Resignation & Termination File, administrative tasks in the HR Recruitment and handles mobilization.

· Coordinate with line managers and Recruitment Manager regarding mobilization of staff for the entire company answering all inquiries related to HR (new candidates and employees).
Admin Assistant
· Provide general administrative support including mailing, scanning, faxing, copying and other clerical and administrative support to management/employees. Act as a point of contact on all administration matters, deal tactfully with all people.

· Manage diary, schedule appointments, record minutes of the meeting, and organize details of travel and events, Knowledge of the organization set up and upholds confidentiality in all official transactions.

· Communicate with internal departments as well as all third parties to exchange information, coordinate activities and promptly resolve issues.

· Open, sort and deliver incoming correspondence, including faxes and e-mail, file and restore documents, records, reports and arrange travel itineraries for executives.

· Read and analyze incoming memos, present reports to find out its significance on various concerns and plan its distribution to the appointed unit for the proper response.

· Provide high tolerance in attending internal or external customer queries, deal with clients and visitors and deliver support to the management or executive level.

· Handle all kinds of administrative and clerical work efficiently, highly skilled in preparing correspondence including statements, forms, reports, presentations, applications, and other documents.


	

	

	



· Performed Industrial Training in Transformer and Electricals Kerala Ltd. on power transformers and on-load tap changer for a duration of 3 days.

· Conducted Industrial Training in Kerala State Electricity Board, Paruthippara Thiruvananthapuram on current transformers, potential transformers, circuit breakers, isolators, lightning arresters, etc. at different voltage levels and different types of protection relays for the duration of 5 days.

· Attended a workshop on Accelero-BOTIX, a workshop on acceleration sensor and its use in robotics conducted by Technophilia Systems held at National Institute of Technology, as part of tathva’11.

· Published a paper titled as (Improvement of Utility Voltage profile using Dynamic Voltage Restorer) in volume 3, Issue 3, April 2014 of International Journal of Electronics, Electrical & Computational system.
Bachelors Degree Projects & Achievement:
· Title: Power System Stability Enhancement using Dynamic Voltage Restorer (DVR). 

· Objective: Design for improving the Voltage profile of a three-phase system.
· Instantaneous Reactive Power Theory (IRPT) controller Algorithm is redesigned and combined with control Algorithm based on a p-q theory for series active filter and a new algorithm is proposed.

· The three-phase system is tested under steady-state conditions and also under transient conditions of load switching to prove the effectiveness of the algorithm using MATLAB platform.

· Voltage profile is maintained by reactive power compensation and elimination of voltage harmonics, thereby improving the power quality in the distribution system.

Achievement:

· Received Project Excellence Award in 2014 for the final year project from the Department of Electrical & Electronics Engineering-Amrita Vishwa Vidyapeetham.

Co-Curricular Activities:
· Conducted a school visit and organized a workshop called (Stop a while, Save a Life) on the how to respond to road accidents as a part of Students Social Responsibility Project and got very positive feedback.

· Volunteered for (Vidyut 2012) national level technical festival, Amrita School of Engineering.
	

	

	


	


· Astute with MATLAB, AutoCAD, PSpice, MPLABIDE, PSCAD, ETAP, OrCAD, and Eclipse
· Proficient in MS Office application (Word, Excel, PowerPoint, Email application & Internet).
	

	

	



Nationality

:
Indian
Date of Birth

:
30th June 1992
Marital Status

:
Married
Visa Status

:
Husband Visa
Languages

:
English, Malayalam, Hindi
Reference

:
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