
SYNOPSIS

· An optimistic & enthusiastic individual with Master’s degree in Business Administration (MBA) with    competence hand in Generalist, Coordinator & Recruitment profile managing Recruitment, Induction,  HR-MIS, HR-Operations, Employee Engagement, Payroll.
· Highly self motivated with desire for change management.
· Competent hands of experience in HRMS system.


CAREER SNAPSHOT
Total 3 years 6 months of experience

	Organisation
	Designation
	Tenure

	LE MERIDIEN KOCHI
	HR Executive
	February 15 – January 15
	

	THE GROUP, KOCHI
	Recruitment Coordinator/ Planning Executive- HR
	January 14 – January 15
	

	THE HOTEL(TAJ GROUP), KOCHI
	Trainee - HR
	July 13 - December 14
	

	THE FARM HOUSE , MUNNAR
	Operations Executive
	March 11 – April 12
	

	THE LEELA KOVALAM BEACH
	Industrial Exposure Training
	May 09 –  September 09
	



CORE COMPETENCIES:
1. Recruitment & Selection

2. Induction & On-boarding

3. Performance Management System & Appraisal System.

4. HR- Operations.

5. Payroll(PRISM & IHITS Software) & Statutory Compliance

6. Rewards & Recognition (R&R)
7. Associates Engagement@work Activities.


JOB EXPERIENCE:
Company
-
MERIDIEN KOCHI (Starwood Hotels & Resorts)        
Designation
-
HR Executive - Human Resources           

Tenure

-
February 2015 - to-  January 2016
Reporting To
-
Complex Director of HR  & Manager- HR
Le Méridien is a global hotel grow up with a portfolio of more than 100+ luxury and upscale hotels in over 50 countries worldwide. Le Meridien is  one of the  life style brand of Starwood Hotels & Resorts. Now Marriot Hotels acquired Satwood Hotels and became the world’s largest hotel group with more than 5500 hotels all over the world.
HR- Operations:
· Handling selection & recruitment.complete the post selection procedures (Processing associate requisiton form, engagement sheet, reference check)
· Complete the joining formalities of newly joined associates and trainees including opening Bank account, Provident Fund, ESI Form.
· Preparing  PAF, Appointment Letter, Confirmation Letters, Contact renewal of employees.
· Completing exit formalities of employees (Full & Final settlement, Exit interviews, Clearance, Experience certificate preparation, etc.)
· Maintenance ans updation of Associates database record in the Payroll System- ‘IHITS’
· Administer employee state insurance (ESI) and Provident Fund (PF) and to laison with Local ESI, PF and Labour Office.
· Preparing presentations for Starwood Care nominations for Care for Guest, Business, Associate and preparing certificates for winners and nominees .
· Organizing and coordinate Starwood and Le Meridien induction and orientaion for new associates.
· Creating Starwood one ID for new associates and posting new jobs in the ‘Star Finder’ in Starwood website.
· Preparing monthly town hall presentations.Organizing associates welfare comitte meeting.
· Reviewing and preparing for HR Audit.
· Review the working conditions of all employees in the Hotel with emphasis on safety, sanitation, ventilation and light, and suggest improvements whenever necessary.
· Handled Associates queries related to Salaries, Advance, Loans, Reimbursements Etc.

· Responsible for Associates welfare activities. Coordinate various Associates engagement activities in every week at associate dinning.
· Effectively coordinating various CSR activities like White cane day, Run to give, Outing with children, Garage sale, Joy of Giving) .
· Maintain an effective system of attendance and leave record in the Organization using payroll system.
· Ensure that Associates receive timely and proper medical attention and visit Associates who are sick.
· Suprevise the transport facilities for the Lady Associates who are entitled to it as per the Hotel policy.
· In addition to the above mentioned duties and job functions any other assignment given by the immediate superior or the the management will have to be carried out.

Company
-
THE CORPORATION(Continental Group of Company)       
Designation
-
Recruitment Coordinator - Human Resources           
Tenure

-
January 2014 - to- January 2015.

Reporting To
-
Recruitment Planning Manager & Executive Director

Continental Mercantile Corporation Inc (CMC) , an ISO 9001 certified company is Asia’s leading HRD and management consultant company operating worldwide in 24 countries with an excellent track record and a large clientele across the globe. CMC have become the preferred recruitment partner of many multinational organization and companies across the globe.
Recruitment  & Selection: 
· Handling end to end recruitment. 
· Setting and steering Recruitment drive all India wise for all the positions of our mutinational clients. 

· Maintaining Vacany Tracking Grid  & Recruitment MIS

· Excellent exposure in full cycle recruitment, client servicing and delivery, Talent Acquisition, Resource Management, Team Management.

· Managing existing Client and  Candidates accounts through effective communication and prompt delivery.
· Coordinating the Advertisement process for  jobs on the News Papers and portals like Naukri, Monster and Times job, etc.
· Coordinating selection process and visa processing still candidates are on board. 
· Arranging candidates travelling (taking Flight tickets with lower cost).
· In  addition to the above, sourcing, screening, evaluating, selecting and line up candidates as per clients requirements & schedule, follow up candidate’s till the date of joining.

Company
-
HOTEL(TAJ GROUP OF HOTELS)         
Designation
-
HR Trainee - Human Resources           

Tenure

-
July 2013 - to-  December 2013.

Reporting To
-
HR Manager & Senior HR Executive
Taj Hotels Resorts and Palaces comprises 93 hotels in 55 locations across India with an additional 16 international hotels. IHCL operate in the luxury, premium, mid-market and value segments of the market through the following: Taj (luxury full-service hotels, resorts and palaces), Taj Exotica, Vivanta by Taj Hotels & Resorts, Taj Safaris, The Gateway Hotel (upscale/mid-market full service hotels and resorts) , Ginger (economy hotels).

HR- Operations:
· Complete the joining formalities of newly joined employees and trainees including opening Bank account, Provident Fund, ESI Form.
· Maintenance and updation of Employee Database record in the Payroll System- ‘PRISM’
· Ensure that all personnel files are up-to-date as per the Brand Standards. 
· Handling  Appointment Letter, Confirmation Letters, Full & Final Settlement of employees.
· Administer employee state insurance (ESI) and Provident Fund (PF) and to laison with Local ESI, PF and Labour Office.
· Assisting Auditors during HR Audit.
· Review the working conditions of all employees in the Hotel with emphasis on safety, sanitation, ventilation and light, and suggest improvements whenever necessary.
· Handled employee queries related to Salaries, Advance, Loans, Reimbursements Etc.

· Responsible for employee welfare activities, Coordinate various employee engagement activities .
· Back of the house hygiene and cleanliness.
· Maintain an effective system of attendance and leave record in the organization.
· Ensure that staffs receive timely and proper medical attention and visit employees who are sick.
· Suprevise the transport facilities for the Lady Associates who are entitled to it as per the company policy.
· Co-ordinate with the Chef for the staff cafeteria to ensure the availability of nutritious and tasty food.
· In addition to the above mentioned duties and job functions any other assignment given by the immediate superior or the the management will have to be carried out.
Engagement@Work

· Instrumental in setting up of an Hotel Day Committee in Gateway Hotel.
· Celebrating Monthly Birthdays and Wedding Anniversaries of all the employees in organisation.

· Celebrating Annual Days, Picnics & Festivals(Coordinating Games).
· Sexual Harrasment Classes for Lady staffs.
· Annual Health Check-up Day.
· Aadhar & PAN card camps.
· Conducting Fun games in staff cafeteria on evening Tea time in a week.
· Engaged in Carrying-out Hotel Day Events in
1. Chess & Carrom Competition.

2. Annual Traditional Day.
3. Coordinating outdoor games(Cricket, Foot Ball, Athletics).

4. Particiapting employees for Blood donation camps.

	Company
-
HOUSE RESORTS,MUNNAR         
Designation
-
Operations Executive           

Tenure

-
March 2011 – April 2012.

Reporting To
-
Managing Director


	


· Handling guest reservation and supervise guest arrivals till their departure.
· During guest stay, arraging all ameneties and facilities for guest during their stay.

· Updating hotel picture and location picture in the website.

· Coordinate wth various travel agents and keeping good business relations with them.
INTERNSHIP & ACADEMIC PROJECTS 
· Industrial Exposure Training at The Leela Kempinski Kovalam Beach, Kerala, India( May 2009 to Sept 2009).
· Project undertaken at Delphi Connection Systems India on the subject of Factors influencing job satisfaction of employees.(Feb2013  to March 2013) .
EDUCATION & QUALIFICATION
 2011-13   MBA HUMAN RESOURCE MANAGEMENT [Full Time] 

                   IGNOU Regional Centre,Cochin [Indira Gandhi Open University]
 2007- 10  B.Sc- HOTEL MANAGEMENT & TOURISM 
                   IIMS- Cochin, [Punjab Technical University]
2005 -07 Higher Secondary Certificate (HSC)  [Govt.VHSS Chottanikkara]

2002- 05 Secondary School Certificate (SSC)   [SNDP HSS Udayamperoor]


COMPUTER QUALIFICATION
Diploma in Computer Application (CDAC) & IT – Competence in MS-Word, Ms- Excel, Ms-Powerpoint.

INTERESTS
Playing and watching football & cricket.
  
PERSONAL DETAILS

Date of Birth

:
 01/06/1990
Languages Known
:
 English, Malayalam,Hindi
Martial Staus      
:
 Single
Nationality              
:
 Indian

First Name of Application CV No : 479394
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