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Seeking a long-term, full time position in your organization and to increase my potentials along with your organization and to be part of an efficient and winning team and serve in an organization which offers challenging tasks, creative environment .
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ORGANISATIONAL EXPERIENCE
HR Officer
- UAE Exchange and Financial Services Ltd. (Nov 2009 – Aug 2015)
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CAREER HISTORY
HR officer, Scale – III

UAE Exchange and Financial Services Ltd Indian Operations                                                   since Nov 2009 – Aug 2015
UAE Exchange and Financial Services Ltd is a Private Limited company, Head Quartered at Kochi, India. Having commenced operation in 1995, the firm is one of the leading foreign exchange houses in India with 300 + branches and is an RBI approved Authorized Dealer II for Forex in India. Having 4000+ Manpower Pan India. 
DUTIES & RESPONSIBILITES
Performance Management through Key Result Area Method (KRA)
· Facilitated KRA based Performance management system (defining objectives, setting milestones, evaluating performance and overcoming gaps)

· Coordinated with various departments for timely assessment, confirmation & increment of eligible / new employees

· Initiated and coordinated the performance review system, assisted respective Dept. Heads in conducting the appraisal process

· Ensured structured feedback, managing the career growth initiatives and programs in various departments ensuring post appraisal follow ups- Increments/ Promotions/counseling. Compiling of competency & gap analysis  for senior management 
Payroll Management 
· Facilitating Employee Salary Generation Process 

· Cross Verification Salary as per the CTC and its related Allowances.

· Ensuring Employees Legal Benefits 
Recruitment
· Designed and implemented recruitment strategy on external and internal sourcing from Junior to senior level Employees, Handling complete recruitment cycle i.e. from Manpower Planning till hiring of the suitable candidate for different group companies
· Preparing periodic reports and presenting to senior management

· Negotiating with potential hires, extending offers, facilitating the placements

· Performing reference check and facilitating background check  
Central Induction & Orientation
· Plan, organize, and conduct central induction Programmed, devise the orientation plan for the new joiners.

· Complete the joining formalities i.e. Collect the required documents, introduce and set the KRA for new joiners, design Reporting System & assign Mentor as per the respective 
Employee Welfare Activities 
a) Medi Claim Policy 
· Co-Ordinating Employees Addition & Deletion List for each Month  

· Query clarifications and settlement of Pending Claims 

· Prompt Follow ups for delaying claims 
 b) Employee Loan Scheme
· Assistance for Eligible employees  

· Compiling in formations from Human Resources Information Systems  

· Analyzing Employees pending details (Cash Short, Pending loans ) 
Attendance & Leave Management

· Monitoring the Attendance of employees

· Formulating Leave Policies

· Check and timely action for absconding

Training & Development
· Specialized in designing, scheduling and implementing training programs for the employees

· Collecting the feedback about training programs

· Analyzing and reporting on time.

NOTABLE ACHEIVEMENTS
· Successfully implemented the new Employee Evaluation System (EES) and suggestions made to bring  systematic ways for further convenience levels

· Made alternations in Employee Appraisal systems

· Altering present performance process in Key Result Area system
· Successful implementation of training strategies
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ACADEMIC CREDENTIALS
· MBA (HR) 
· Bsc 
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Computer Literacy & Other Skills
· Usage in Excel, Word, PowerPoint

· Knowledge in use of internet

· ERP Packages handling, Updating, Weekly, and monthly reports

· Reports (Evaluation, Product mapping, Appraisals)

· Prompt solving the queries from both management & Branches

· Decision making in the employees appraisals (past movements, performance)

· Analysis of EER (Employee Evaluation Reports)
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Personal Information
· Age, Date of Birth
: 29 Yrs, 12-May-1986  
· Nationality

: Indian
· Languages Known
: English, Hindi, Malayalam, Tamil,Telugu
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