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Extensively experienced Human Resource Manager with expertise in overall management and administration skills including staff management & project leadership in field of Manufacturing, Textiles, Pharmacy & Trading.

Good knowledge of statutory compliances.
        
        Employee relation skills
    
Problem solving skills




        Multi tasking, Effective Coordination, 
Organizing, mobilizing



        100% commitment to job and organisation
Perseverance in getting things done/determination 
        Decision making abilities, Optimistic
High abilities to Handle stress


        Ability to Empathize
Motivational and Supportive Abilities

                    Down to earth attitude

Bachelor of Arts (2000-2002),   Certificate in HR Training (2002), MSW (HR) (2006 – 2008), HR Generalist Course (2006), National Eligibility Test (NET) conducted by UGC, New Delhi, Computers Basic & Advanced Knowledge of OS & MS Office

Triburg Investments Ltd., U.A.E             Freight Coordinator              June 2014 to Dec 2014                  

Key Result Areas:

· Planning, coordination and facilitation of business activities in correspondence with the clients/client organisations.

· Provide continual follow-up with clients to service their new business needs.

· Responsible for all types import and export trade, customs clearance service, coordination of inspection with the legal authorities
· Monitoring freight activities, invoice and payment follow ups
SS Apparels, Salam, Chennai
 
HR Manager
                      From: 2009 to Aprl 2014
Company profile: The ISO certified textile manufacturing company with 350 staff strength and 150 contract labourers. 
Job Responsibilities:

· Responsible for the HR function within the company with a team of 2 HR executives.

· Management of the full recruitment process including sourcing strategy; interviewing; reference checking; making offers to candidates; driving and delivering induction training.

· Provide consultation to management on employee relations issues, and manage all disciplinary issues within the company. 

· Management of Health and Safety for the entire site including risk assessments, audits and revisions of policy and procedures.
· Work closely with management and employees on all grievance issues within the company. 

· Work closely with senior management to identity, develop and implement training and development programs in line with the business objectives.

· Provide senior management and others with various types of employee reports including attrition, absence, compensation, annual leave, overtime costs and headcount.

· Responsible for the development and delivery of the employee induction program. 

· Design and implementation of a company-wide performance management system that is linked to the core vision and objectives of the business.
· Delivery of training to employees on a regular basis – e.g. induction training; quality training; training on effective recruitment and performance management.

St. Mary’s College, Shirva, Administrator & Placement officer (May 2008 To: June 2009)
Company Profile: ‘B’ Grade Accreditation College accredited by The National Assessment and Accreditation Council, (NAAC) Bangalore, autonomous body set up by the University Grants Commission, New Delhi.

Job Responsibilities:

· Servicing committees including academic boards, governing bodies and task groups

· Representation role among institutions under the university and the university in particular;

· Assisting with recruitment, public or alumni relations and marketing activities;

· Administering the 'student lifecycle' from registration or admission to graduation or leaving;

· Providing administrative support to an academic team of lecturers, readers and other visiting faculties;

· Coordinating examination and assessment processes;

· Maintaining high levels of quality assurance, including course evaluation and course approval procedures;

· Using information systems and preparing reports and statistics for internal and external use;

· Contributing to policy and planning;

· Managing budgets and ensuring financial systems are followed;

· Purchasing goods and equipment, as required, and processing invoices; Supervising staff;

· Liaising with other administrative staff, academic colleagues and students;

· Liaising with partner institutions, other institutions, external agencies, government departments and prospective students;

· Organizing and facilitating a variety of educational or social activities.

Hexagon Pharma Pvt Ltd, Bangalore
   Asst. HR Manager
     From: 2002 To: 2006

Company profile: The ISO certified pharmaceutical manufacturing company with 50 nos. management staffs and 250 nos.  Non management staffs. 

Job Responsibilities:

· Coordinating with all people managers in all employee related issues regarding employee investigations, absence issues, counselling, grievance and discipline etc.

· Support people managers & payroll activities including salary benchmarking and the bonus process;

· Liaising with union representatives in all negotiations such as shift changes, redundancy criteria and other general IR issues;

· Project management – leading & supporting business related projects to drive HR and the business forward;

· Administering payroll/deductions/pensions for staff.

· Coordinating recruitment and selection procedures & delivering induction training;

· Developing and maintaining job descriptions;

· Evaluating competencies & training needs for all employees;

· Managing and reviewing training budget;

· Provide comprehensive high quality customer focused HR support across a broad range of HR activities.

· Developed and implemented corporate policies and other relevant documentation.

Date of Birth: 14.10.1980


Marital status: Married

Visa Status: Visit                                         

Excellent references available on request
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