   Rainu 
Email: rainu-396805@gulfjobseeker.com 
Career Objective

Seeking a Human Resources Management position where my professional experience and education will allow me to make an immediate contribution as an integral part of a progressive company were I can utilize proven people-oriented skills to develop and promote a positive work environment
Abstract
· Staff Recruitment & Retention 

· Employee Relations 

· Benefits Administration 

· HR Program 

· Orientation & On-Boarding 

· Training & Development 

· Performance Management 

· Organizational Development 

Core competencies


Hr Administration:

· 6+ year HR career distinguished by commended performance and proven results

· Extensive background in HR generalist affairs, including experience in employee recruitment and retention, conflict resolution, HR records management, HR policies development.’
· Organizing and work independently on multiple assigned tasks and complete assignments within specified deadlines.

· Communicate effectively verbally and in writing to all levels of staff and management ,outside officials expressing ideas and instructions clearly and concisely.

Organizational Overview
in Kollam, kerala
Designation: HR & Admin Officer 

Duration: Dec’15- Till date 

1. Pre- Recruitment 
·      Understanding the requirements thoroughly, and successfully recruiting professionals for the same within a time frame 
·      Interacting with the technical panel and understanding there requirements 
·      Sourcing suitable candidates through various job portals like Naukri, Technopark job site,Monster, placement sites of educational institutions etc etc. 
·      Short listing, co-ordination, scheduling & interviewing candidates to assess skill match. 
·      Conducting telephonic or personal interviews with the candidates and getting preliminary information regarding salaries, availability, Notice period, experience, expected CTC etc. 
·Submission of Short-listed profiles & scheduling Interviews of the short-listed candidates with the relevant Technical Head/Projects Manager. 
·      Salary and Notice period negotiation and follow up with the candidates till they join the organization 
2. Post Recruitment : 
·      Issuing offer letters and appointment letters to new employees. 
·      Standardized the joining formalities process of new employees (Welcome circular, Introduction, Emp 
Code, ID Cards, Stationary, Bank Account, Reference check, Time Sheet etc) 
·      Making Induction of the new employees to make them aware of the organization policies, procedures, facilitating their interaction with different functional heads of the different departments. 
3. Employees Relation: 
·      Celebrating various events like (Onam.Christmas, Employees Birthday, Outdoor trips etc.) 
·      Handling various issues/queries related to each departments. 
·      Maintaining Labour records, Statutory compliance
4. Appraisals: 
·      Keeping records of employee's status change i.e. Confirmation, Probation. 

5. Admin Role : 
·      Housekeeping 
·      Vendor Payments 
·      Stationary 
·      Electrical  & Plumping related works 
·      Ticket booking 
·      Organizing party's and functions 
Travancore Business Academy , Kollam 

Designation: Asst:Professor (HR & Marketing) 

Duration: Jan’14- Dec 15 

RESPONSIBILITIES 

· Preparing the Course plan for Students 

· Ensuring the students are Trained and are well prepared for the exams  

· Ensuring the Syllabus prescribed by the University is fully covered 

· Regularly interact with students to understand their problems and solving them  Being a Mentor for the batch responsible for: 

· Conduction periodic tests to ensure students are at par with the Course Plan 

· Reviving of answer Sheets and gives proper advices to students wherever needed 

· Ensuring the Syllabus of all subjects are covered well in advance for the Class responsible for. 

SAI BPO Services Ltd (SBL) , Kollam ,kerala 
Designation: HR Executive 

Duration      : Aug’ 10 – Aug’12 

RESPONSIBILITIES 

· Recruitment and Selection; Joining & Exit formalities   

· Monitoring Attendance & access controlling  

· Preparing attendance & Leave report,  

· Bank Account opening 

· Incentive & Bonus calculation 

· Development and Implementation  of HR policies  

· Building organizational culture   

· Employee retention  

· Handling Performance Mgt. System   

· Managing MDP  

· Handling HR programs  

· Ensuring successful internal audits, Statutory audits, inspections at HO and branches. 

· Responsible for handling the induction sessions for the new joiners. Ensure that new joiners feel at ease with the team from the start. 

· Appraisal and career planning which includes, Handling Performance Appraisal, Initiating Reward and recognition, implementing incentive system for motivating employees, 

Counselling/grievance handling of the employees 

Academia
2010   

M.B.A (Marketing& HR),Kerala University- 67%

2007  

Bcom(Computer Application),Kerala university-60%

 2002
+2(Commerce) from  Higher Secondary school-63%
 2000          
 X Std from SSLC- 57%
IT Skills
Platforms

: 
Windows 9x/ 2000/ XP,10
Software’s

:
Ms Office,css
Personal Details
Date of Birth

:
21ST Sep, 1985
