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Professional Synopsis
· A dynamic MBA (HR) professional with more than 2 years of experience in Human Resource Management/Administration.
· Handled  HR audit of Carrefour( French Retailer ) in Baby Marine Eastern Exports

· A Proven track record as an Achiever in Academics and Professional Career.

· Planning, strategising and implementing abilities with demonstrated success in handling HR as well as related administrative matters.

· Executed academic projects with reputed organizations like HSBC Bank and Randstad India Pvt Ltd.
· Adept at handling day to day administrative activities in co-ordination with internal / external departments for smooth business operations.
Organisational Experience:
EASTERN TREADS LTD, OONNUKAL FACTORY – FEBRUARY 2014 TO OCTOBER 2014
Role: JUNIOR OFFICER (HR):
· Handling the whole Recruitment and Selection procedure & conducting Induction programmes for new employees.
· Sending Recruitment MIS reports to the HR Manager
· Conduct TNI (Training Need Identification), prepare Quarterly Training Calendars.
· Designing of TNI, Co-ordinate training & development activates as per the TNI.
· Looking after day to day manpower, supply manpower as per the production schedule.

· Time Office Management (Maintaining the record of attendance & leave)

· Statutory compliances, PF, Labour contractors & their bills 

· Maintaining Employee Records – Coordinating, Personal files, Full and Final Settlements of Left employees, Exit form etc.   .
· Preparing monthly salary, break-up for diff. positions.
· Designing and implementation of Human Resources policies.

· Looking after the insurance policies, such as Medical-claim, Personal accident. 
BABY MARINE EASTERN EXPORTS, MANDAPAM, AUGUST 2012 – DECEMBER 2013
Role: HR ASSISTANT:

· Recruitment, Bonus Payment, Maintenance of Leave Records, Staff Salary Checking, Salary negotiation with new recruits.

· Visitors / Pantry Management

· Liasioning with the Govt bodies & relations development with the clients.   

· Taking Feedback of our services from the clients.

· Supervision of House-Keeping Services & providing materials Work related general administration.

· Meeting with staff frequently for smooth and safe work.

· Discussion with various vendors regarding rates & their services.

· Preparations of personal file as per check list.

· Preparation of various vendors bill in Word and Excel format. 

· Preparation PF & ESIC Challans 

· Coordinated and assisted the HR Audit of Carrefour

Qualification
· MBA (Master in Business Administration) in Human Resource  from Happy Valley B- school, Coimbatore, India (August 2010- June 2012)
· BBA (Bachelors of Business Administration) from St Joseph’s College Autonomous, Trichy, India   (August 2007-June 2010)
Academic Project 
Randstad India Pvt Ltd- Kochi -January 2012 to March 2012
I have done my final year MBA project in Randstad India Pvt ltd, Cochin on Performance Management and worked as Consultant Trainee.

· I was handling the Campus Recruitment for Federal Bank for the post of Probationary Officers and Clerical Cadets.

· Over 50 campuses I have done the process to pool the candidate for Federal Bank.
HSBC, Chennai
I have undergone a summer internship in HSBC bank, Chennai for a period of 45 days from 01-06-2011 to 15-07-2011 (Lead Generator). 
Core Competence
Human Resource Management – Recruitment, Payroll & Salary Administration, Talent Management, Employee Engagement, Job Grading, PMS, Employee Relations/Retentions, Grievance handling, Statutory Compliances (PF,ESI), Canteen management, Factories and Boilers, Pollution control board, panchayat & HR Audits.
Achievements
· Faced the Carrefour audit and successfully completed the audit by complying the policy and procedure put forward by Carrefour in their evaluation sheet.

· Regularize the procedure and create a streamline of work by introducing HRMS in Baby marine eastern exports.

· Eg: Introduction of Biometric, Payroll software, shift schedule, leave management System etc…

· I played the role of secretary in St Joseph’s college Trichy from 2009-2010 and conducted many departmental games like Visobra.

· I won many prizes in management as well as academic level

· Vice chairman for Happy valley B-School.
· The secretary of clubmax (club for marketing extras) organized by students and a member of Young 
Computer Proficiency 
· Proficient in Microsoft Office(Word, Excel, PowerPoint, Access)

· Knowledge in:

· VB 

· SQL

· Internet and Email

· SPSS
Linguistic Abilities 
English, Tamil, Malayalam and Hindi
I hereby declare that above given statements are true to the best of my knowledge and belief. 







