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CAREER OBJECTIVE
A position in Talent Development or Human Resources Management, which will enable me to apply my working experiences, expertise and education in order to support the company in attracting, developing and retaining best candidates, increasing employees’ engagement, handle employer branding and address business needs of the company
PROFESSIONAL EXPERIENCES
[image: image3.jpg]



Period: March 2015 – March 2016
Position: Subject matter expert in Learning & Development processes
Learning & Development
· Responsible for publishing training details in learning application (EY Leads). 
· Responsible for tracking all training- and learner-related changes. 
· Responsible for learning administration for EMEIA trainings (associated with higher responsibility due to high costs). 
· Responsible for communication with learners and other stakeholders (e-mail, phone). 
· Co-ordinating with clients for any clarification/information required. 
· Independently delivering process trainings for new joiners. 
· Being functional and reporting support on learning application (EY Leads). 
· By actively cooperating with client understanding client’s needs and ensure exceptional client service. 
Period: December 2012 – February 2015
Company: North Gate Arinso (NGA HR Solutions),Carnival Infopark, Kakkanad
Position: Associate – Employee services
On-boarding process
· Filing candidates’ documents in employees’ personal file. 
· Preparing and sending the offer letter. 
· Performing candidates’ background verification & drug screen (if applicable). 
· Running new hire action in SAP (HRID Creation) and enrollment into the required systems and other associated tasks. 
· In cooperation with recruiters/hiring managers determining how the on-boarding processes are working and recommending changes in overcoming roadblocks that hinder the process. 
· Intimating the hiring manager and stakeholders about the new hire joining date. 
· Responsible for tracking, monitoring systems and pulling reports for business application. 
· Providing new hire inputs to payroll on respective cut off dates. 
· Resolving requests, queries and complaints via email in a friendly and effective manner. 
Employee Retention Program
· Contacting HR business partners to get the details of employees who are eligible for retention amount. 
· Maintaining and updating the tracker for employees who fall under retention program. 
· Preparing and issuing retention letters to employees. 
· Pulling reports and proving retention data to Avaya Compensation Team. 
· Providing retention inputs to payroll on respective cutoff dates. 
Benefit letters
· Preparing and issuing below letters up on the request from employees and manager. 
· Salary certificate 
· Address proof letters 
· Employment letter Visa covering letter 
· Visa invitation letter 
· Leave letter for visa 
EDUCATIONAL QUALIFICATIONS

· MBA, major in Human Resources, from The Oxford College of Engineering, Bangalore, Visvesaraya Technological University, India 
· Bachelor’s degree in Business Management from Christ College, Irinjalakuda, Kerala, India 
· 12th grade & 10th grade from St Joseph E.M.H.S.S.Thrissur, India 
TECHNICAL SKILLS

SAP ▪ Excel (advanced)▪Power Point ▪Word▪Outlook
ACHIEVEMENTS

· Won FIX award from NGA for my ownidea of how to improve the HR processes. 
· 2nd place in Business quiz on “Srishti 2012”, a National Level Management fest conducted by East Point Group of Institutions, Bangalore, 22 March 2012. 
· Participated in various events like quizzes and science exhibitions 
· Participated in various sport events (football matches) 
	
	PERSONAL PROFILE

	
	

	Date of Birth
	17/03/1990

	Sex
	Male

	Marital Status
	Single

	Nationality
	Indian

	Languages Known
	English, Hindi, Malayalam and Tamil
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