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Career Objective

A Post Graduate in MBA (Human Resource-HR & Marketing) with 2+ years of experience of HR especially in Recruitments, Training, Orientation, Payroll Management and Headhunting. Seeking a challenging job to deliver best of my skills and make best use of my efforts in gaining experience.

professional key skills
· Target oriented

· Talent Acquisition

· Performance Management

· Employee Care

· HR Administration 
· Highly flexible and adaptable contributor, adept at meeting deadlines.
· Skilled leader with the ability to develop teamwork and achieve superior results.
· Facilitating Training and Development programmes.
· Over 2 + years of Experience in Human Resources Management.
professional experience 

Junior HR Manager (January 2013 – February 2015)

icicles hvac experts pvt.ltd
· Handlings project and allocation of employees.

· Handling payroll and salary calculations.

· Employee Benefits (Insurance, Allowance, Special Leave, Corporate Gifts, etc)

· Induction for all New Joiners with regards to Staffing.
· Coordinating Campus Recruitment, Walk-ins
· Coordinate and schedule meetings with GM. 

· Accurately record and maintains employee information in HRMS following HRMS guidelines. 
· Make sure that HRMS is updated up to date

· Handle Leave Administration. Encode all the Leave application in HRMS on time.

· Coordinate with HOD and make sure to receive accurate attendance details

· Enter all the payroll related entries in HRMS

· Enter the LWD in HRMS & OASYS for the staff who resigned/terminated & Runaway.

· Update Bank details in HRMS

· Maintain and update Employee Filing on day to day basis.       
HR Coordinator (June 2011-March2012)
      GEEYEM AGRO MILLS PVT.LTD.

· Manpower Planning.
· Coordinating with HR Manager.

· Handling payroll.
· Pre-selection and interviewing

· Work closely with line managers to understand workforce needs .
· Induction for all New Joiners with regards to Staffing.
· Conducting meetings ,
· Employee Counseling & Grievance Handling.
· Employee Benefits (Insurance, Allowance, Special Leave)
· Annual Staff Parties

· Handling employees.
ACADEMIC PROFILE  

· Master of Business Administration (Major-HR, Minor-Marketing)
Mahatma Gandhi University, 2012 -2015, Result awaiting.
· Bachelor of Business Administration
Mahatma Gandhi University, 2011, 1st class.
· HSE
Kerala State Board, 2008, First Class.

· SSLC
Kerala State Board, 2006, Distinction.
Computer Skills

· Well versed in MS Office  
· Technical Knowledge of working with HRMS software.

Hobbies

· Riding motor bikes.

· Listening to Music, Dancing.
· Anchoring events. 
Extra Curricular Activities 

· Won various competitions for HR Games.
· Participated in Best Manager Contest.
	Linguistic Skills/ Ability

	Language 
	
	Read
	Write
	Speak

	English
	:
	 Excellent
	Excellent
	Fluent

	Malayalam
	:
	 Excellent
	Excellent
	Fluent

	Hindi
	:
	 No
	No
	Good

	Tamil
	:
	No
	No
	Good
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