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CV NO: 1526766
Objective: 
A challenging position with ample opportunity for advancement and growth in the field of Human Resource. Ambitious, self-motivated with a strong desire and determination to achieve both personal and professional goals through a proactive and professional approach.

Key Skills:
Manpower Management (Recruitment& Mobilization), Performance Appraisal, Compensation and Benefits Management, Industrial Relations, Grievance handling, Employee Welfare, General administration, Strategy on Organizational discipline, Employee retention and management of Non-performers, Proven skills of effective negotiation with external vendors and other agencies.
Academia:
Jun 2008-Apr 2012
: 
B-tech in Electrical and Electronics Engineering, Kerala University (6.9 CGPA)
Jun 1997-Apr 2000
: 
Diploma In Instrument Technology, Board of Technical Education, Kerala (79%)
Jun 1995-Apr 1997
: 
Pre Degree, Kerala University (61%)
Work Experience:

Jan 2015-Present
: 
Manager, HR_ Medisweans Solutions, Gayathri, Technopark

May 2012-May 2013
: 
HR Executive_ Medisweans Solutions, Gayathri, Technopark


Jan 2006-Oct 2011
: 
Admin. Assistant_N’Celadus Infotek Pvt. Ltd., Vazhuthacaud

Dec 2001-Jul 2005
: 
Computer Operator_Vanchinad Medicals & Surgicals, Medical College
Summary of Experience:

· 7.9  years of established professional credentials of successfully managing total Recruitment process, Performance Management, Employee Relations, Employee engagement, Compensation Management, Statutory Compliance and General Administration.

· Developed ‘improved recruitment strategies’ to attract the best talent to organization.

· Focus on employee welfare measures, employee engagement activities, rewards and recognition and employee suggestion systems which results in increased satisfactory levels and employee turnover ratios.

· Significant role in keeping up the employee discipline, controlled absenteeism, grievance handling and employee counseling which ultimately helps to improve employee retention and productivity.

· Developed and maintained; effective Induction training, New employee orientation, mobilization & Demobilization

· Experienced in developing, Implementing and maintaining strategies to manage Organizational discipline, Non performers and employee retention. 

Responsibilities as Manager, HR:

· In charge of all Recruitment Process

· End to end Recruitment activities from manpower planning till candidate is on the board

· Sourcing suitable candidates’ profile and co-ordination of Preliminary, Technical & HR round.

· Preparation of   Offer Letter & Initiate the Background screening process. 

· Schedule the interviews and intimation to Department

· Co-ordination of employee self appraisal forms & Preparation of review

· H R review and recommendation &  Information to Pay roll and employees
· Pay Roll management and leave management through HRMS Software

· Attendance management through Biometric device
· Management of Employee rewards  and  recognition activities & Employee suggestion system

· Organizing Employee communication meetings & Event managements

· Exit Interviews & Strategies towards employee retention and motivation

· Design, development and implementation of systems and processes for Statutory Compliances ESI, EPF, Shops and commercial Establishment Act

· Handling Employees grievances 

Responsibilities as Executive, HR:

· Assisting recruitment process.

· Create Excel spreadsheets & Co-ordination with Finance department in pay roll processing

· Full & Final processing & Exit interview
· Administration of Employee Transportation, Annual trip etc

· Security Management & House keeping

· General Administration

Responsibilities as Admin. Assistant:

· Employee file management and other office records Management.  

· Interacting Employees by providing information, educational opportunities, and experiential growth opportunities.

· Resolving administrative problems by coordinating preparation of reports, analyzing data, and identifying solutions.

· Ensuring operation of equipment by completing preventive maintenance requirements; calling for repairs; maintaining equipment inventories; evaluating new equipment and techniques.

· Maintaining supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies.

· Maintaining professional and technical knowledge by attending educational workshops; reviewing professional publications; establishing personal networks; participating in professional societies.

· Travel management, Accommodation of Clients and staffs etc.                                                                                                                                                                     
Professional Achievements:

· Streamlined Recruitment, Employee Relation & Grievances handling processes

· Introduced   “Employee of the month” awards for recognition of  Employees 

· Introduced “monthly employee meetings” for Admin feedback.

· Introduced  “HR Helpdesk” for employee grievance handling

· Internal Auditor – Statutory compliances

· Successfully organized Member Recreational activities ( Sports , Games & Cultural activities)


Computer Knowledge:


MS Package (Word, Excel, Powerpoint, Outlook etc)


HRMS Software (Greytip)


eSSL software (Biometric device)


Awards:

Got excellent performer award two times from College of Engineering, Trivandrum, Kerala


Personal Information

Date of Birth
:   
11.03.1980

Gender
:   
Female

Nationality
:   
Indian

Languages Known
:    
English, Malayalam & Hindi

Marital Status
:   
 Married

Blood Group
:    
O+ve 
� 








