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Objective
A challenging position with ample opportunity for advancement and growth in the field of Human Resource and General Administration. Ambitious, self motivated with a strong desire and determination to achieve both personal and professional goals by implementing 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.
Summary of Skill and Experience 
· 9 years and 8 months 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 
· Experience in administration of no of Domestic enquiries & Investigation and other IR related activities
· Strong experience in initial setting up to implementing HR process for headcount of 1500.
EDUCATIONAL CREDENTIALS
2004- 2006                               Institute of Professional Science and Management, Mangalore.

· M S W ( HR & IR) 

2001 – 2004                              Marthoma College Tiruvalla.

· BSc. Chemistry  

1998 – 2000
                      SB College, Changanacherry
· Pre-Degree
PROFESSIONAL EXPERIENCE

Work Experience : 1

Manager – HR with Heera Group from 25th February 2015 till 9th January 2016.
Company Description   : The conglomerate Heera Group is engaged in diverse business activities like property development, hotel operations, civil contracting and tourism related projects. HEERA GROUP has been declared as the recipient of the world renowned Century International Quality Era Award (CQE)  in the Gold Category during the year 2012, in recognition of the commitment to the Quality, Leadership, Technology and Innovation. 

For more information please visit www.heeragroup.com.
Work Experience : 2
Manager – HR – at Aptara Learning Pvt Ltd from September 2009 till 20th February 2015
Company Description   : Founded in 1988, Aptara is a U.S. headquartered company with 5,600 publishing services professionals worldwide. Aptara provides outsourced Content Production, Digital Publishing, eBook Publishing, Editorial Services, eLearning and Technology Services, and Legal Content Solutions to leading companies in Media and Publishing, Information Services, Professional Services, Manufacturing, Technology, Engineering, Hospitality, Healthcare, Law, and Government. For more information, please visit www.aptaracorp.com
Responsibilities Delivered
Human Resources
1. Recruitment

· Currently heading the recruitment team with 4 reporting members
2.  HR Operations
· In charge of HR Operations, for 1400 employees at Trivandrum during the period 2009 - 2013 
· Effective correspondence with Labor office, EPFO,ESIC for all statutory compliance.
· Effective external agency correspondence with  Techno Park, Software technology parks of India and Customs and central excise for setting up the company in the initial 2years 
· Managed successful implementation of automated softwares i.e., HRMS, Time watch, helpdesk, Online leave application system and Migration of Payroll to new vendor. 
· Induction training and facilitation of New employee orientation Programs.
· Employee relations through engagement activities like Funfridays and Rewards  and recognition programs
· Supervision of monthly payroll and salary file.

· Managing exit formalities till completion of full and final settlement
· Managing Performance Appraisal process & recommendation to Pay roll

· Administration  of Mediclaim processing, Employee  Safety and Health related activities 
· Maintain Organizational discipline, counseling  & Absenteeism management

· Administration of Employee Engagement activities & Retention strategies

· Incharge of Employee Welfare  initiatives and management of committees

· Employee grievance handling and Managing disciplinary proceedings
· Promotion of Harmonious relation & Liaison between Employees and Mgt.
Administration
· Managing transportation, Accommodation arrangements & Transport helpdesk.’

· Day to day office administration, Canteen and Guest house Management

· Security & Housekeeping Management.
· Managing the employee engagement activities and events
   Work Experience : 3
Manager – HR – at Mathstraman Manufacturers and Traders Pvt Ltd Kalamassery, From June 2008 to September 2009
Company Description : Mathstraman manufacturers and traders Pvt Ltd (MMTPL) is the leading manufacturer, market leader of Diesel Power systems and a single window provider of complete power solution products and services with an employee strength of 300.
Responsibilities Delivered
Recruitment

· In charge of all Kerala Recruitment.
· Ensured the timely closure of the requirements. 
· Involved End to End Recruitment activities from Manpower planning till candidate is on the board.

· Sourcing suitable candidate profiles and Co Ordination of Preliminary, Technical & HR rounds.  

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

· Joining formalities, Infrastructure to the new employee and induction to existing workforce

Performance appraisal 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

 Employee Relation
· Management of Employee Engagement committee and welfare committee
· Organizing of Employee recreational activities at regional offices. (Sports, games &cultural) 

· Management of Employee rewards  and  recognition activities & Employee suggestion system

· Organizing Employee communication meetings & Event managements

· Exit Interviews & Strategies towards employee retention and motivation
Industrial Relation
· Design, development and implementation of systems and processes for Statutory Compliances under

ESI, EPF, Factories act, Shops and commercial Establishment Act
· Handling Employees grievances 

· Liaison with Factories Inspectorate, labor office and  Assistant labor commissioner (central) to obtain

       Eligible and necessary legal licenses & certificates, Renewal of the same
· Management & Conducting of Domestic Enquiries

Work Experience : 4
1) Worked as HR Executive with Creative Sparkz Bangalore  from June 2006 to 

May 2008 where major responsibility was recruitment and joining formalities.

Company Description : Creative Sparkz is a professional website design and development company offering a variety of services from basic Website Design to dynamic database driven e-commerce stores.
Responsibilities Delivered
        Human Resources
· Assisting recruitment process.
· Create Excel spreadsheets & Co-ordination with Finance department in pay roll processing

· Full & Final processing & Exit interview
Administration
· Administration of Employee Transportation 

· Security Management & House keeping

· General Administration
PROFESSIONAL ACHIEVEMENT

· 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 Number Recreational activities ( Sports , Games & Cultural activities)
TECHNICAL SKILLS

· Operating Systems/Language

:
Windows XP,Vista,7,8 
· Packages                                                 :
Ms Office.
PERSONAL DETAILS
Gender


: Male

Marital Status

:  Single
Nationality

:  Indian

DOB


: 12/05/1982

Passport No

: F9745681
Valid Up to

: 06/11/2016 

Linguistic ability

: English, Malayalam and Hindi. 







