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Post Graduate in Human Resource having total 15+ years of extensive experience in HUMAN RESOURCE, PERSONNEL MANAGEMENT AND OFFICE ADMINISTRATION.
KEY SKILLS:
- Hiring and retention              - Compensation administration            - Regulatory Compliance

- Compensation and payroll   - Personal record maintenance            - Experience in Psychometric Testing
- Secretarial Functions
 - Office Administration

 - Personnel Management 
- Travel Management
- Performance Appraisal Mgmt. 
- Training & Development
- Best Practices / Liaising 
- Employee Relations / Welfare
- Organisational Development 
Personnel Attributes:
· A company oriented professional with experience in recruiting, staffing, retrenching people possess rich experience as HR personnel

· Efficient in interviewing and assessing the people

· Expert in recruiting people according to the Company policy
· Proficient in giving valuable decision and taking feedback from the employees

· Reasonably aggressive to enforce the implementation of the Company policies and to achieve employees' maximum performance, with a diplomatic and positive manner.
· Good negotiation skills to be able to handle the employees' complaints and ensure positive results.
· Creativity, Self-motivation and professionalism.
· Knowledge of modern office procedures and methods.
· Excellent interpersonal skills with high ability to communicate effectively at all levels
PROFESSIONAL EXPERIENCE
Worked in Systems Ltd, Chennai as Officer – Administration (HR)
from March 2011 – May 2014
ATTAINMENTS:
· Involved in full recruiting life cycle and end to end recruitment
· Understanding the company’s requirements and deciding on the recruitment strategy

· Interacting with the Unit Heads on regular basis and prioritizing requirements as per the billable effective dates

· Sourcing CVs from various channels such as referencing, company’s own database, Job Portals i.e Monster, Naukri and Networking tools such as LinkedIn

· Conducting Drives, Walk-ins and personal interviews

· Arranging for technical panels and coordinating all levels of interviews

· Conducting HR interviews to check the Candidate’s suitability for the requirement

· Providing timely feedback to the Company on their requirements and to the clients on their interview

· Conducting induction for new joiners to create awareness of the Requirement function

· Preparing and maintaining various MIS reports like tracker sheet, requirement and offer reports, to be sent to delivery heads and top management
· Recruiting people at all levels i.e for permanent, contract and direct positions

· Hiring resources within the stipulated average salary of LOB (Line of Business)
· Coordinated daily activities for a unit. Determined which information requires immediate attention of the executive, and delegates or refers other matters to various staff and departments. Attended meetings in GM-Admin’s absence.
· Coordinated office services, such as personnel, budget, and records management control.
· Supervised, recruited and trained specialized and administrative support personnel; and assigned, reviews and evaluated their work.
· Performed office management duties; overseen the maintenance of personnel and fiscal records. Managed grant proposals and submissions. Prepared financial reports, reviews purchases, vouchers and other financial documents.
· Responsible for the procurement of supplies; maintenance of inventory records; including supervision of staff performing these functions.
· Reviewed and recommended technological and procedural changes to ensure compliance with policy and improve work processes.
· Advised other department heads and executed administrative policies at the direction of the executive.
· Represented the organization by planning, coordinating and/or participating in meetings, seminars, workshops, conferences, and in-service training sessions or related activities in the executive's absence.
· Completed technical tasks in human resource area(s) such as EEO, new employee orientation, position management, recruitment, and/or benefits.
· Entered and manipulated data and information in word processing, spreadsheet, and database applications by creating word processing templates and form letters, macros and functions, or tables. May maintain web pages.
· Served as a lead worker on special projects.
· Prepared correspondence for executive review and signature.
· Taken care of Guest relations and made travel / Hotel arrangements for Foreign Guests.
· Liaised with Government Departments
· Handled Travel Desk (Domestic & International).
Sr. Executive – HR, Admin and Corporate Affairs in West Asia Exports & Imports (P) Ltd., Chennai from Sep’08 – Dec ‘10
ATTAINMENTS:
· Managed the diary of MD, Scheduled the meetings, drafting the Minutes and communicating to the concerned directors, ED, GMs etc.
· Flight booking and hotel booking of MD and other executives who are travelling.
· Handled employees’ files of Chennai and other branch offices. Issued offer letter for new joining staff, joining formalities, induction, probationary confirmation and end-to-end Personnel procedures.
· Coordinated for Conducting Performance appraisal, issuance of increment and promotion for staff letters and other staff welfare related measures.
· Maintained the Assets of the company and liaised with the Government officials for getting approvals for property related documents.
· Made amendment in HR policies with the consultation of Executive Director and the Managing Director
· Streamlined and amended the company’s existing HR related formats. 
· Letter of Appreciation received from ETA CMS for drafting HR Policy.
Executive HR & Admin with STAR HR & Training Services Private Limited, Chennai
Jul’07 to Sep’08
ATTAINMENTS:
· Recruitment, Issuing of Appointment orders, maintaining employee records of various branches and prepared Probation confirmation report, promotion report, increment etc for the Training Centre in Chennai and its branches across India.
· Prepared draft HR policies, circulation to various divisions, collection of suggestions and opinions of various Divisional Heads.
· Conducted TNA (Training Need Analysis) for the divisions and identifying the training needs of various levels of employees with the co-ordination of Divisional HR Heads.
· Made arrangements for Training conducted in the area of both Technical and non-technical skills inside the campus, on – the – job training etc.
· Coordinated with Training Managers of all the branches for effective Training in all centres.
· Arranged outside faculties, freelancers to conduct effective training for MBA Graduate Trainees, Accounts Trainees, Executive Assistants etc
· Conducted Performance Appraisal and panel interviews for various level of employees.
· Prepared advertisement and posted jobs in Web portals, browsing CVs, fixed interviews, salary fixation and negotiation etc. 
· Assisted the GM-HR & Admin for the campus interviews at various colleges and maintained cordial relationship with the placement officers.
· Follow-up of AMC’s for the machineries used in the office. 
PREVIOUS ASSIGNMENTS
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Executive Secretary to the Executive Director – Corporate HR with ETA ASCON STAR Group, Dubai, UAE From May’01 to Jun’07
GROWTH PATH:
       

 May’01 – June’03
Stenographer
June 03 – April 05
Secretary
        April 05 – Jun’07
Executive Secretary
ETA ASCON STAR Group, (a well-known MNC) Dubai, UAE is a multi-diversified group of Companies with its major operations across UAE and India.  It has more than 75,000 employees’ strength with turnover of over US$ 6 billion. ETA ASCON STAR Group has intensified its operations in India.
Secretary to the Managing Director and Executive Director with Arya Vaidya Nilayam, Madurai, Tamil Nadu

Oct’00 to May’01

Stenographer Trainee in Replacement Sales Division of TVS SIRUBBER Industries, Madurai - Oct’99 to Mar’00
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ACADEMIA:
	Course
	Academic Year
	Institution / University

	B. Sc. Botany
	April 1998
	Madura College, Affiliated by Madurai Kamaraj University

	PG. DIP in PM & IR
	May 2008
	Annamalai University

	MBA – HR
	May 2012
	Annamalai University


Technical Qualifications:
1. Shorthand: 
120 words per minute – Senior Grade (English). 
2. Typewriting:
45 words per minute – Senior Grade (English).
3. MS office 2007: WORD, EXCEL, PowerPoint, and Access.
Project:
I have done Project on Performance Appraisal.
Trainings:
1. Communication Skills
2. Supply Chain Management
3. Exports & Imports Procedures
Extramural Engagements:
· Actively co-ordinated the SPORTS MEET – 2005, 2006 and 2007 in ETA ASCON Group.
· As a NSS member in College have involved in various social welfare activities.
· Donated Blood for 4 times and coordinated for Blood Donation camp.
· Member of CITE HR Community – online.
Personal Dossier:
Blood Group:

‘O’ +ve
Date of birth & Age:
25.07.1978, 36 years
Passport:

Holding valid passport
Religion:

Hindu
Marital Status:

Married
Languages known:
Tamil, English & Hindi (Speak, Read and Write) 
