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E-Mail:  resmi-390058@2freemail.com                                   
PROFILE

· HR Professional with 7+ Years of Experience in Generalist & Recruitment
· Recently worked with Club Oxygen under Chemmanur International Holidays & Resorts Pvt Ltd as Manager HR – Kerala, Indias
· Demonstrated abilities in various HR activities like Recruitment, offer process, On boarding, Salary negotiation, Induction & Training, Employee Engagement, Statutory and Exit activities 

· Resourceful in designing recruitment activities and process flow based on the requirement
· An effective communicator & team player with strong analytical, problem solving & organizational abilities
PROFESSIONAL EXPERIENCE

Club Oxygen         
             Manager HR - Kerala                          July 2018 to Feb 2019
Roles & Responsibilities
· Responsible for entire HR operations of Kerala which consists of 1 regional office @ Thrissur and other 7 branches @ Trivandrum, Cochin, Palakkad, Thrissur, Malappuram, Calicut & Kannur
· Independently handling all the operations since the inception stage

· Introduced employee referral scheme to reduce the recruitment cost and to get more involvement and engagement from employees

· Structured and facilitated training initiative for soft skills development, incentive program, and new-employee orientation to the successful employee retention.

· Developed a recruitment strategy to bring in more talents from various streams and industries

· Good liasoning with the government authorities to get the license part done

Xandari Pearl Resorts         
            Asst Manager HR                          July 2015 to July 2018 
Roles & Responsibilities

· Responsible for entire HR activities of the Unit

· Handling Recruitment, Offer Process, On boarding, Statutory issues, proper maintenance of all legal records

· Accommodation tie up for employees & timely renewal of the agreement with company

· Grievance & Redressal, Member of Internal Complaints Committee of the organization
· Ensure compliance of the labor laws applicable for the resort.

· Enter into negotiations in an event of any dispute and matter being taken to labor courts or tribunals.

· Ensure that statutory requirements are met by liasoning with the statutory / local Governing bodies, To conduct domestic enquiry in case of misconduct or misbehavior [as per standing order]

· To oversee the administrative and security functions at the resort.

· Coordinate and monitor the training for both staff and executives as per the schedule.

· Carry out Induction for the new Employees in coordination with HOD’s, Completion of all formalities of new employees and updating the personal files.

· Carry out the payroll processing on monthly basis, Coordinate welfare activities, Carry out motivation and counseling of the employees
TVS Credit Services Ltd         
           Officer – Recruitment                       February 2014 – January 2015
Roles & Responsibilities

· Work with hiring managers on recruitment planning & conducting reviews on closure
· Publish Plan Vs Actual recruitment plan on every week, Offer & on boarding process

· Negotiation on Compensation & Benefits based on the grade of the candidate

· Revise recruitment policies and deviation matrix thus to publish SOP in intranet 
· Efficiently and effectively fill open positions

· Conduct regular follow-up with managers to determine the effectiveness of recruitment plans and implementation

· Develop a pool of qualified candidates in advance of need

· Research and recommend new sources for active and passive candidate recruiting

· Part of building HR Automation project - “formula HR”

· Implemented & customized recruitment process flow according to company policy in automation project, Candidate sourcing through job portals

ING Vysya Bank Ltd                                                 
HR Executive                           July 2011 – February 2014

Job Responsibilities

· Responsible for general management 

· Handling End to end recruitment process, including sourcing, short listing, selection and offer negotiation
· Post openings in newspaper advertisements, with professional organizations, and in other position appropriate venues

·  To handle HR work such as offers, onboarding, induction, employee relations and exit formalities, maintaining employee’s files/leave cards and welfare activities
· Action planning & PIP for non-performers
· Compiling candidates for training & Employee in house Induction
· Managing MIS and Salary 

· Carrying out the separation procedure in case of any resignation 

· Grievance handling of the employees 

· Devising and executing activities for data generation 



EDUCATION

MBA HR and Finance from Institute of Management in Kerala (Kerala University) – 2011 
B.Sc Mathematics from the University of Kerala 2009



PERSONAL PROFILE

· Husband’s name   :    Satheesh K.V  Nair

· Marital Status        :    Married

· DOB                         :    20th May 1988
· Languages Known :    English, Hindi, Malayalam & Tamil

