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CV NO: 1526652

Objective
A Post Graduate in MBA (Human Resource-HR & Marketing) with 2 years of experience of HR specially in Recruitments, Staffing and Headhunting. Seeking a challenging job to deliver best of my skills and make best use of my efforts in gaining experience and career in a reputed organization.
Professional Experience: 
Worked as a Staffing Operation Executive with Team Lease Solutions, Bangalore from 18th March 2015 to 30th October 2015
Key Responsibilities Handled
· Preparation of Offer Letters Contract Extension Letters and new Employee Orientation.
· Maintained daily HR report with Probation, Monthly KPI, New Hiring and Final Settlement details.

· Payroll preparation and processing through ALCS software.

· Preparation of Executive Orders for Salary Revision, Transfer, Termination and Memos etc.

· Maintained a good rapport with the Clients for Queries and settled all the request within the time frame
Worked as an HR Executive with Pushpagiri Medical College Hospital, Kerala from March 2013 to  October 2014
Key Responsibilities Handled
· Responsible in entire recruitment process starting from maintaining resume data bank to screening the candidate, salary negotiations and issuing a offer & Appointment letters & Deployments
· Timely submission of ESI & PF Declaration forms of new employees and Processing PF Claims for left employees.
· Consolidation of Payroll with all inputs like Collection on attendance, leaves, new hires, employee information changes, Loans, Advances, Adhoc Payments, and Reimbursements in Mediware Software.
· Generating statutory reports to the Finance Department
· Salary Statement Generation and Pay Slip Generation 
· Time Office Management by day to day attendance checking using Biometric and Signature
· Maintained Leave Cards,Over time and Late coming reports.
· Employee Evaluation and Appraisal through Data Analysis by Appraisal Forms and Preparing Confirmation, Probation and Increments.
· Properly Maintained Employee’s Personal Records
· Handled PRO Role.
· Assisted HR Head in General Administration.

Organization: Radio Mac fast 90.4  – Part Time       
                                                     -    July 2011 to June 2012
Key Responsibilities Handled
· Meeting clients and improve the business through advertisements
· Selling commercial ad spots in Radio
· Responsible for Client Servicing, Sales, Bill Collection.
Educational Qualification:
MBA-(First Class), 2010-2012
MACFAST Thiruvalla 
M G University

BBM- (First Class),  2007-2010
RVS College, Coimbatore
Bharathiar University
Diploma in Foreign Exchange Management, 2007-2010

RVS College, Coimbatore
Bharathiar University

Projects:

· A study on Performance Appraisal System - Malayala Manorama Pvt.Ltd,Kottayam              07’12 - 08’12

· Organization Study - Dhathri’s Ayurvedic Hospital & Panchakarma Centre,Kayamkulam                  - 07’11           
· Job Description & Job Evaluation Programme - Pushpagiri Group of Institution,Thiruvalla 
· Asset Audit Programme - Pushpagiri Group of Institution,Thiruvalla  
· Organization Study - Saras Food Products Pvt.Ltd,Ernakulam                                                                - 07’07
Achievements: 


· Presented programmes in Radio Macfast
· Participated in Management fest and won certificates from SJCET and Mangalam College of Engineering
· Industry exposure with Infosys,UST Global,Carlsberg,Radiant Solar and HNL.
Personal Data: 
· DOB                                  :       17.06.1989
· Gender                             :       Male
· Nationality                       :       Indian

· Language known             :      English, Malayalam Hindi and Tamil
· Visa Status                        :      Visit visa 
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