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	Key Skills
· Flexible communication style – including Clients, Statutory Authorities, senior management, co-workers.
· Keen eye for detail, precise and delivering under pressure.

· Negotiation and influencing 

· Ability to keep people motivated and thus increasing the productivity
· Strategic planning, organization and implementation
· Exceptional Interpersonal skills, Self starter, People oriented and a strong problem solver
Education
Doing  MBA  in Human Resources Management &Training -Development from NIBM, Chennai, India 2013-14
Completed B.Com from Sree Narayana College affiliated to Kannur University, Kerala, India in 2006 - 2009                                                                       

Completed Higher Secondary course from Govt.Brennen H.S.S, Thalassery, Kerala, India in 2004 – 2006 with 93% marks in Commerce                                                                             
Certification Courses
· Computer Appreciation Course(CAC)
· Foreign and Indian Accounting
Computer Skills
· E-promis ( Human Resource Management)
· MS Office (Word, Excel, PowerPoint, Access, Outlook.)

· CRM ( Customer Relationship Management)
· Accounting course Tally 7.2, Tally 9.0, Peachtree Quick Books
Trainings Attended
· QSE auditors training in internal and external auditing ISO 9001, ISO 14001 & OHSAS 18001), arranging meetings to discuss auditing with management representatives (MR), etc. from Power Group, Dubai.
· Training on Presentation skills

· Training on Leadership and seven habits of highly effective people 
· Training in Recruitment ,selection , Process ,Methods and Steps ,Role of  HR Executive ,Advertisement and Induction from Power Group by Manager-Corporate Planning(Green Consultant, Sr Assessor-DQA, Benchmarking Specialist &  Lead Auditor)
· CRM ( Customer Relationship management)-Maximo Software from Power Group
·  Communication and Soft Skill Enhancement Training programme conducted by Kerala State IT Mission in association with Genpact.

	
	Sr.HR and Admin Executive
To Serve an organization where my potentials are utilized to the fullest, thereby leading to the growth of both organization as well as my career in the organization and above all to pursue a challenging and motivating career

Careers Highlights
Versatile and accomplished Executive Management Professional offering over  3 and half  years experience in  UAE, in the areas of Human Resource Management , Recruitment , Performance management , Grievance  handling, Administration, Documentation, Report Analysis etc.in a Multinational  Company.
· Highly developed analytical and interpersonal skills combined with the ability to co-ordinate the effort of many to meet the organizational goals.

Possess a clear understanding of the industry HR trends with the distinction of instituting quality practices  to achieve business excellence
· Ability to organize for results and deliver to targets.

Employer Summary
Sr.HR and Admin Executive 2010 till date
Maddox Street Ltd ,DIFC,Dubai
HR Asst. cum Admin June 2010 –Dec 2010
ICICI Bank Kerala, India
Asst.Team leader ( Credit card sales) 2009-2010
Charted Accountant Firm,kerala,India

Asst Accountant 2007 -2010
Professional Experience 
· Preparing and posting job advertisements, screening applications, arranging interviews, participating in selection process, and administering pre-employment tests as required, conducting reference checks, constructing offers of employment.

·  Develop, coordinate, monitor and evaluate staff induction and exit interview processes and make recommendations as appropriate 

·  Identifying training and development needs within an organization through job analysis, appraisal schemes and regular consultation with business managers and human resources depts.
·  Considering the costs of planned programmes and keeping within budgets as assessing the return on investment of any training.
·  Producing training materials for in-house courses 

·  Managing the delivery of training and development programmes and, in a more senior role, devising a training strategy for the org. 

· Provide input to the development and implementation of appropriate policies &  procedures for learning and development activities 

· Assist in monitoring and ensuring organizational legislative compliance in relation to workplace practices 

· Provide information and advice to line management and staff on change management initiatives 

· Assist line managers in the development of position descriptions for specified Divisions and ensure appropriate review and update 

· Assist with the provision of report requirements for the organization including turnover, training, exit data, employee satisfaction surveys, and recruitment response rates 

· Assist in the application of the performance management system and provide on-going support to line management and staff 

· Provide general HR administrative support across the organization
· Providing general administrative support such as preparing correspondence, forms and reports, arranging meetings, composing regular correspondence, processing confidential reports and documents, filing electronic and hard copy, tracking deadlines, and taking down minutes as needed.

· Preparing source documentation needed for new hires, or effective changes in pay, status, or benefits.

· Establishing, maintaining and controlling personnel, employees, recruitment relations records, files, reports correspondence, and organization charts.

· Managing sensitive and confidential matters like personnel relations, employee relations, and organizational changes, planning and protecting the security of information, data &files.

· Responding to and putting through various queries from managers and employees, and from other agencies or depts.

· Interpreting, assisting and advising employees & managers regarding leave Mgt & benefit administration, and HR procedures & policies within the specified guidelines.

· Co-coordinating in volunteer and staff training events or programs and recommending  motivational schemes

· Administering & monitoring new hire induction programs.

· Handling issues & inquires in unavailability of HR Manager.

· Providing assistance in monitoring employee performance appraisal process.

· Managing grievance handling procedures including disciplinary memos

· Implementing and maintaining the Integrated Management System as per the documented Procedure
· Establishing, implementing and maintaining the QSE Management Systems in accordance with ISO 9001, OSHA18001 and ISO 14001 requirements, including internal and external audit, performance review, etc…
· Tender documents preparation mainly technical aspects.
· Prepare or complete various forms, reports, personnel files, statistical reports ,survey information and reports of research results


	
	
	Projects handled

	
	
	
	

	
	
	· Currently handling DQA project 2013-2014 second cycle.

· DQA (Dubai Quality Award 2011-2012)- Role: Team Coordinator, M/s Power Group ,Dubai. As participated won the Appreciation from Dubai Quality Team. (First cycle)
The Dubai Quality Award was introduced in 1994 by Dubai's Department of Economic Development, of which Sheikh Mohammed is Chairman. The Award was introduced as a means of improving the standards of businesses operating in Dubai, thus boosting external and internal trade.The Award is presented to those companies that have demonstrated a commitment to best practices in their respective fields.
· Documentation such as formats preparation, internal audits, training programs, data verification, slide preparation, Comparison of Performance measures  etc needed for the ISO Certification of PIFM -2013, Power group, Dubai.
· An Organizational study at Kajah Tea private Company ltd,kerala.India

· A Study on Employee Empowerment at Sitaram Textiles Ltd.kerala ,India
	

	
	
	
	

	
	
	
	


