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OBJECTIVE

Enthusiastic to work and improve my Skills, Creativity and Professionalism to reach a position through which I could recognize myself in the Industry.

SUMMARY
· Key areas: 
1. Personnel Management and HRD
2. Industrial Relation
3. Welfare
· M.S.W from Mangalore University with Distinction.
· Good Team player with good communication skills, Ability to manage, plan and schedule tasks independently. 

SUMMARY

Working in Quantum as Executive-Human Resource from Sep 2014 to present (Handling Bangalore, Hyderbad locations).

 Quantum (www.quantum.com) is the leading global storage company specializing in backup, recovery and archive. We combine focused expertise and comprehensive solutions to protect and retain data across sites, environments, and time. Our solutions integrate best-of-breed technologies like data de-duplication, replication, shared file systems, and tape encryption to address a range of backup challenges
Recruitment 

· Coordinating with consultancies, portals and by initiating Advertisements.
· Conducting initial round of interview with Candidates.
· Follow up of the candidates until their joining to Employer.
· Collection & Verification of documents produced by Employee.
Employment Verification 

· Conduct a detailed background check for the probable employees through referrals & ensure proper placement of the candidates

Induction 

· A brief introduction to the company policies & procedures, code of conduct, HR policies & enrolling them to PF & Medical Insurance. 

· Educate Employee about Indian employment laws and coordinate with accounts for IT declaration or information.

Performance Management 
·  Monitor Employees productivity based on key Measurable Goals & Target.

· Monthly, Quarterly, Yearly review With Business Head.
· Crosscheck the need on training and other support and prepare the report and present it in QBR.
Confirmation Process
· Keeping a track of all the new recruits & confirming them upon completion of 6 months 

· Sending out the confirmation forms to all the respective dept heads.

Processing & Issuing of Letters

· Offer, Appointment, Increment, Relieving, Transfer, Resignation, Promotion, Experience, Salary Certificates.

Time Management  & Leave Administration.

· Regular checking of attendance and taking the necessary disciplinary action against latecomers and absenteeism & keeping track of all employees leave records. 

Compensation  & Benefits.
· Compile the payroll report on the basis of monthly attendance, leave report, deductions and payables.
· Handling Bank transfers.

· Monthly Salary summary & grievance handling pertaining to salary 
Maintenance of Employee Records

· Ensuring the accuracy of records & responses to enquires & queries.

Processing Full & Final Settlement
· Conducting Exit interviews. 
· Prepare the F&F template

· Sending the template to head office for settlement.
Mediclaim Policy

· Involved in renewal of the policy yearly once. Sending Addition / deletion of employees to the insurance company.

· Managing the claims 
Employee Relations & Employee Engagement
· Grievance pertaining to PF claims, queries related to mediclaim, Salary, Reporting, Work or any such grievances of the employees.
· Ensure interactions between Employee & HR and representing HR in all team meetings.

· Meeting Employees individually and explaining about their Career Development Plan.

· Keeping track of all development and welfare related activities for the employees.

· Organizing events like Monthly Motivational Sessions, Birthday and Anniversary Celebrations.
Talent Retention

· Through strategic on boarding new employees made set in the company and made more likely to stay.

· Sending Welcome Note for New Joinees, Wishes for Birthday & Anniversary through Mails/Cards.

· Being a member of the HR team, responsible for proper Communication from Top to Down.

· On the spot appreciation award by giving the Gift Voucher, Wrist Watch and Shield.

· Facilitating quarterly goal setting and performance development of employees along with Dept heads.
SKILL SET


· Master of Social Work (M.S.W) specialization in Human resource from Mangalore University with First class.

· Good Team player with good communication skills, Ability to manage, plan and schedule tasks independently. 


Computer Proficiency

MS Word,  MS Office, MS Excel and Power Point.
Important Subjects Studied

· Personnel Management and Industrial Relation (PMIR)

· Industrial Psychology
· Human Resource Development (HRD)

· Labour Industrial Law

Achievements
1. Vice president of the student council of the SMS college Brahmavara
2. President of the student council of the SMS college Brahmavara
3. Organized Mangalore University inter college program Janapada aisiri
4. Organized one day camp for udyavara High School students
5. Organized self-employment program for self groups

Papers Submitted
Group dynamix                                                                                                                              Employee retention stratergy
FIELD WORK

1. Udyavara Gramapanchayath Udyavara
2. Prakash Retail PVT LTD  Udupi and Shahi Exports PVT LTD Bangalore and participated in   following activities as per academic requirement for 1 year
a. Personnel Management, HRD

· Recruitment and Selection

· Placement and Induction

· Training and Development

· Personal file management
· Time Office Management

· Canteen Management

b. Industrial Relations

·   Disciplinary Procedures
c. Welfare
·   Statutory Labour Welfare
·   Non Statutory Labour Welfare
PERSONAL DETAILS:

Date of Birth

: 1st December 1990.

Sex


: Male
Marital Status

: Single

Languages known       : English, Hindi and Kannada.

Nationality

: Indian
Hobbies

: Playing Cricket, Trekking and traveling.
Strength

: Hard working, Team player, Quick learner
I hereby certify that the information I have furnished is true to the best of my knowledge.

Place: Dubai
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