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CAREER OBJECTIVE:

To strive to deliver quality and to strike a balance in work life,in the process of growing individually and constantly adding value to my ecosystem.

WORK EXPERIENCE
6+ YEARS IN HR & ADMINISTRATION

· PVT LTD, Cochin as HR Executive August 2013 – March 2015 
Key Responsibilities 
· Identifying and sourcing candidates through head hunting, Job portals, database and references. 
· Scrutinizing the resumes, interacting with candidates to understand their capabilities, strengths and limitations. 
· Coordinating & interacting with the candidates /Clients by sending interview schedules and through follow ups till candidates joining. 
· Posting various jobs according to client requirement. 
· Tracking daily interviews status and MIS. 
· Developing, Monitoring and Maintaining of Database on the basis for immediate & future requirement. 
· TALEB GROUP of Companies, Qataras HR Executive [15/6/2011 –30/6/2013] 
Roles & Responsibilities
· Developing job descriptions, preparing advertisement, Job posting, short listing, and preliminary interview. 
· Coordinating & interacting with the candidates/recruitment agencies and respective company managers by sending interview schedules and through follow ups till candidates joining. 
· Preparing the different documents like offer letters, recruitment agreement, DD letters etc. 
· Attestation of documents with the Govt. if required. 
· Filing the documents of selected candidates for visa processing. 
· Conducting employment satisfaction survey/climate survey 
· Coordinating the purchasing process of different companies with the central accounts department. 
· Establishes and maintains personnel and other human resources records according to legal standards. 
· Weekly inspection of accommodation of employees & to submit report to management. 
· Executing the maintenance works in all the accommodation by coordinating with maintenance department and employees. 
· Yearly detailed inspection of all accommodation and to submit required maintenance report to management. 
· Cyber Services, Kerala, India - HR Executive – Recruitment[May 2008 – May 2011] 
· Identifying and sourcing candidates through head hunting, Job portals, database and references. 
· Scrutinizing the resumes, interacting with candidates to understand their capabilities, strengths and limitations. 
· Coordinating & interacting with the candidates /Clients by sending interview schedules and through follow ups till candidates joining. 
· Accounts cum audit assistant 
Worked as an Accounts cum audit assistant in Poly Varghese & Co., Cochin during the p0eriod of 2003 - 2005 

Summer Project Synopsis

A Project work at KAMCO, Kerala to study the “Training Effectiveness” and suggest strategies for effective
Training. The study included interacting with all the employees across various departments in the organization, getting the questionnaire filled, analysis of data, preparation of report and submitting to the management

ACADEMICS

· MBA (HRM) from ASIET College (Mahatma Gandhi University) during 2006-08 with an aggregate of 62% 
· BBA - M.E.S College, Marampally (Mahatma Gandhi University) during 2000-03 with an aggregate of 56% 
· HSE(+2) from Board of Higher Secondary Examination, Kerala in 1999-2000 with 58% 
· SSLC from Board of Public Examination, Kerala in 1998. 

COMPUTER PROFICIENCY

· Microsoft Office 
· TALLY 6.2 

PERSONAL PROFILE

Visa Status
: Visit Visa 
Marital Status
: Bachelor
Nationality
: Indian
Date of Birth
: May 26, 1981
Hobbies
: Public Speaking, Traveling, Reading Books.
Languages Known
:English, Hindi,Malayalam and Tamil.


Declaration

I hereby declare that the above-mentioned details are true to the best of my knowledge and belief.
