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Email
: sanjayan.371769@2freemail.com
OBJECTIVE

Seeking a challenging position in a leading organization; that will enhance my analytical & decision making skills, in a professional environment for mutual betterment & growth.

WORK EXPERIENCE
MOSONS GROUP (me mosons); www.mosonsgroup.com
Period

:   JUNE 2014- JANUARY 2016
Designation
:   HR EXECUTIVE
SUPREME SALES CORPORATION
Period

:   FEBRUARY2016- JUNE 2017
Designation
:   HR EXECUTIVE

Roles and Responsibilities:

Initially recruited to manage Recruitment Activities & then transferred to Manage HR Operations. Roles involve Manpower Planning, Recruitment & HR Operations involving Employee Management & Payroll.
I) Manpower Planning
· Preparing Organization Structure and finding out the required positions to be recruited.

· Formulating initial manpower costing.

· Attrition analysis and manpower need identification.

· Ensure manpower restructuring process as & when required.

II) Job Description
Coordinating with all departmental heads to prepare Job Description for all vacant positions identified.
III) Recruitment & Selection
· Sourcing CVs through advertisements, employee referrals & placement consultants.

· Scrutinizing CVs & short-listing candidates for interview.

· Interview scheduling & Interview Calls

· Conducting written/practical tests if applicable.

· Coordinating interview, assessment & rating of candidates.

· Authenticating salary & designation of selected candidates by Medical Director.

· Intimating the job offer to the selected candidate & preparation of Offer Letter
IV) Joining Formalities
· Ensuring that joining report, personal data Form, enrollment in muster roll, Pre-Employment Health Checkup, accommodation request, issuance of ID card, issuance of leave cards & of Bank Account opening of a newly joined employee is effectuated.

· Preparing personal files of a newly joined employee.

· Entering the details of  newly joined employees in HRMS

V) Attendance Management
· Day to day verification of attendance through punching report & muster roll.

· Verifying the sanctioning of leaves as per the submitted leave cards.

· Cross-checking muster roll with departmental duty rosters to identify any violation.

· For salary computation, monitoring the attendance between 1st day of the previous month & 30th day of the ongoing month.

VI) Salary Administration
· Entering attendance, miscellaneous earnings, deductions & monthly allowances in HRMS.

· Processing payroll on or before 1ST of every month.

· Generating category wise salary registers.

· Cross-checking of salary registers against arrears, deductions, LOP and monthly allowance details.

· Ensuring ‘Zero Error’& forward the copy approved by finance manager for disbursement of salary.

VII) Statutory & Legal Compliances

        a) Employee Provident Fund
b) E S I

c) Kerala Shops & Commercial Establishments Welfare Fund
d)  Compliances related to Labour Office
IX) Exit Formalities
· Issuing ‘Non Liability Form’ to the resigned employee from HR Department to denote on any recoveries to be made by the concerned departments.

· Ensuring that the full & final settlement is in accordance with the ‘Notice Period’ as mentioned in the offer letter.

· Computation of Salary & other benefits such as earned leave encashment & gratuity if applicable.

·  Conducting Exit Interview 

· Issuing Service Certificate & Relieving Order
EDUCATIONAL PROFILE

· M.B.A (HR & Marketing), 2012-2014, Bharathiar University

Institution
 :   MASC (Maharaja Arts & Science College), Coimbatore, Tamilnadu
· B.Sc. Mathematics, 2007-2010, The University of Calicut

Institution
: Malabar Christian College , calicut, Kerala

PROJECTS UNDERTAKEN
· “A Study on the Employees selection and recruitment process”  At EVM NISSAN MOTORS PVT. LTD, kozhikode.
COMPUTER & SOFTWARE SKILLS
· DIFA             : Diploma in foreign and indian accountant(TALLY, PEACH TREE,MSOFFICE)
· MS OFFICE   : (EXCELL,WORD, POWERPOINT)

PERSONAL QUALITIES
· Excellent communication and presentation skills.
· Good Interpersonal Skills
· Good motivational skills.
· Hard working and enthusiastic to learn new things.

PERSONAL DETAILS

· Date of Birth

: 26 July 1990
· Marital Status

: Un Married

· Sex


: Male

· Languages known
: English, Hindi, Malayalam.
· Visa Details                      : Visit Visa 
· Hobbies

: Watching/Playing Cricket, Listening to Music

DECLARATION
                   I hereby solemnly declare and affirm that all statements in application are true, complete and to the best of my knowledge and level. 
                                                               



         SANJAYAN
