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Objective:

To secure a challenging and promising position in a modern, innovative and dynamic organization where I can use my logical and reasoning abilities and technical, communication and interpersonal skills effectively.

Visa Details:

Visit Visa (Expire on Jan 2015)

Passport Number: L6380429

Education:

Masters of Business Administration  (MBA –HR & Marketing)   2011 - 2013
University of Calicut, Nehru School Of Management, Kerala, India

Bachelor of Science (Physics)  2008- 2011

University of Calicut, M.P.M.M.S.N Trust College, Kerala, India
Experience:
NewAgeSys, Inc 
Designation : HR Assistant / Recruitement Specialist

Duration : July 2013 – present

(HR Assistant responsibilities)

· Assist the HR manager in planning of Organizational recruitment.

· Take the interview of the candidates,
· Preparing various letters like offer letter, appointment letter, confirmation letter, increment letter, transfer letter, Absenteeism notice, warning letter, showcase notice, experience/service certificate, relieving letter, etc.

· Doing a background verification of the shortlisted candidates.

· Maintaining and updating the database of the candidates.
· Keeping a track of the attendance of the employees.

· Designing the salary structure for employees
· Helping employees save tax by advising them on tax benefits plans and other investment options
· Calculating the Gratuity, Handling PF accounts, etc.
· Convey the Policies and rules to the employees.
· Present the employees performance report in front of HR manager.

· Conducting exit interviews of candidates who are resigning.
· Doing the full and final settlement for the person.
· Manage Time sheet of US Consultants and interact with them.
· Update work hours and job related expenses of US Consultants in Accounting books.

· Assist the US HR in Pay roll works
· Assist the US HR in On boarding of consultants

(Technical Recruitement responsibilities)
Sourcing Tools 

Advanced search techniques using Google, Yahoo, MSN Live and other search engines; -Linked In, RecruitingBlogs, RedBook, HotGigs, Craigslist,Twitter,Various Technology Groups, Google Alerts, Skype, Job Board, Dice.com, Careerbuilder, Naukri.com, Monster etc

Sourcing and recruiting for top Pharmaceutical & Government Companies 

(Johnson and Johnson,Pfizer, Novartis, Sanofi, Merck, Sandoz, US Navy, US Army, Boeing Aircraft , SMUD etc).

Also Sourcing for IT, Clinical, R&D, Engineering, Managerial, Scientific and Professional positions (IT and Non IT).

· Expertise in entire recruiting lifecycle, recruitment Coordination.

· Evaluating and understanding requirement of client & processing the requirement 

· Conducting interviews with Clients, Co-ordinate interviews with the Client and follow-up done    Search, screen and short-list candidates based on various aspects from Job portals (Monster,  CareerBuilder, Dice, etc).

· Interview candidates and check there knowledge, skills and attitude.

· Salary Negotiation

· Marketing the Job

· Maintain database of prospective candidates.

· Using Social networking sites and groups for filling positions.

· Head Hunting, Cold Calling.

· Working on open client requisitions.

· Direct interaction with managers in US.

· Resume Reformatting and analysis.

· Working with Internal HRMS.

· Internet based recruitment and Job postings.

· Recruiting and filling niche skill requirements for clients. 

· Maintaining rapport with candidates, Employee referrals.
Projects and related work experiences:

· Summer Internship

1) “A Study on the effectiveness of training and development programmes”  Mazagon Dock Limited (Mumbai, India) – 6 weeks
· The main objective of the study is to evaluate the effectiveness of training and development programs in the company.

· The study was carried out in the organization to analyze the present situation and to find out the problems.

· Human resource is one of the discipline which drives business for competitiveness. To achieve this training is very essential.Here comes the relevance of this topic.

· From this study, training and development needs are identified and suggestions are placed in the areas that are to be improved.

2) A Study on the effectiveness of Labour Welfare measures”-

Malabar Cements Limited (Walayar, Kerala , India)-3 weeks

· The study was conducted for Malabar Cements Limited and was targeted for the welfare of the employees of the organization.

· Emplooyee welfare is a comprehensive term including various services, benefits and facilities offered by the company.

· The study was limited to the Malabar Cements Limited , Walayar.

· The study helped to find out how effectively the labour welfare measures are influencing the employees of the organization.

· The study highlighted that the productivity of the company can be increased only if there is having a proper balance between the personal life and the professional life of the employees.

· The study helped the company to identify the areas that are to be improved for increasing the job satisfaction of the employees.

Concurrent Field work  

· Participated in KITCO’s physical verification survey

· Has done a one week marketing project along with THE ECONOMIC TIMES 
Awards and Achievements

· Class representative in Post Graduation

· Won awards in quiz competition at college level.

· Active participant and organizer in college arts and management fests and won many prizes

Training Attended

· Attended training for personality development

· 2 day Out bound training on team building.

Personality traits

- Innovative thinker and excellent leadership qualities.
- Excellent in influencing the people.
- Efficient in communicating well in written and verbal both.
- Able to motivate and negotiate the people.

Skills:

· Requirement Analysis.                                        

· Job Analysis.

· Screening                                                                 

· Head Hunting

· Technical recruiting                                                              

· Cold Calling

· Talent Acquisition                                                                  

· Salary Negotiation

· Employee Relation                                                                

· Recruitment Coordination

· Sourcing                                                                                 

· Recruitment process

· Interviewing                                                                           

· MS Outlook, Mozilla Thunderbird, 

· Contract and permanent recruitment                                   -  

· Employee Relation

· Internet Recruiting                                                                  

· HRMS
· Employee benefits

· Handling Grievances

· Disciplinary actions

· Dismissals
Reference upon request

DECLARATION:

I hereby declare that the above written particulars are true and correct to the best of my knowledge and belief.

