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Objective 
I present myself as a keen learner in an organization that respects innovation, honesty, hard work, sincerity, de3dication and where I can utilize my talents to the optimum. It is my constant endeavor to acquire current and relevant knowledge and develop skills that enable me to perform and grow effectively at all levels. 

Profile 
· A young and dynamic professional with a thorough grasp of the various Human Resource related functions, policies and procedures.

· A hard working individual with four year experience in the Human Resource Department and keen on broadening experience with the ability to excel in challenging jobs, handle diverse functions, adapt quickly to changing trends and processes, and thus prove my capabilities. 

· Have knowledge of Generating MIS reports.

· Keen interest in working for established national/ multinational corporate/ companies.

Experience 

Feedback Business Consulting Services Pvt. Ltd. 

                                  July 2008 to till date
Feedback Business Consulting is a research-based consulting firm, specialized in providing management consulting for industrial (B2B) products, opportunity assessment, feasibility studies, profiling markets & best practices to Indian as well as MNC Clients.
Executive HR & Admin
Key Responsibilities

· Recruitment
· Managing Consultants.

· Coordinate with various departments for the requirement of Manpower.

· Preliminary screening of profiles.

· Scheduling interview for the candidates.
· Administrative & Facilities Management
· Planning & budgeting the administration expenses and working towards minimizing the operational expenses / costs.

· Associating new vendors & coordinating with them for accomplishing the desired supplies.
· Travel arrangements: Ticketing, Hotel Booking and Transfer for outbound staff and incoming visitors / Clients.

· Responsible for entire MIS systems & billing process for Transport & Travel function of the organization. Preparation of bills, auditing invoices, handling queries related to data from Finance, sharing expense reports with the users on actual data.

· Generating MIS on all the queries for the preparation of Monthly Review Reports.

· Preparing monthly travel & hotel MIS reports and sending to HOD’s. 

· Admin invoice checking & processing. 
Tata Communications Limited (TCL)                                                                                May 2006 to June 2008
TCL is one of the leading telecommunications companies of India. It is a part of the TATA Group and is engaged in the business of providing Broadband solution under the Tata Indicom Broadband brand name.
HR Executive
Key Responsibilities

· Recruitment
· Managing Consultants.

· Coordinate with various departments for the requirement of Manpower.

· Preliminary screening of profiles.

· Scheduling interview for the candidates.

· Salary comparisons and finalizations.
· HR Generalist 
· Scheduling Induction for New Joiners.

· Introducing the new joiners to the location HR & Admin team and introducing them to the departmental representative.

· Coordinating the monthly induction program.

· Presenting HR Module.

· Making employees aware of various HR Policies.

· Maintaining Personal files of all employees of Northern Region.

· Processing all joining and separation formalities.

· Marking sure that the separated employee’s accounts are cleared within specified period

· Helping employees to avail various benefits available to them as and when required.
· Payroll & Compensation
· Responsible for collection of attendance from different location and maintenance of employees leave records for salary pay out.

· Preparing daily and monthly reports, like incentive reports, manpower reports.

· Preparing salary inputs reports for salary payout and sent to consultant (Mafoi, Adecco and Planman) for further processing.

· Preparing employee’s Medical Insurance data base.

· Process left employees PF withdrawal form to PF office for withdrawal.

· Handling employee’s queried.

· Issuing pay slips, salary certificate and other related documents.

· Filling of all payroll related documents on monthly basis.

· Preparing and maintain data of left over employees within stipulated time and clear their due in the form of full n final.

· Making sure that all the necessary information’s are passed on to the accounts department for salary processing.

· Cross checking of the salary prepared by the third partly, every month as per inputs given.
· Training and Development
· Identifying the training needs of the employees with discussion with the department heads.

· Preparing the training calendar.

· Organizing the training programs.

· Taking feedback from the employees regarding training.

· Taking feedback from the faculty in concern to the participants.

· Forwarding the feedback to the corporate office.

· Sharing the feedback with participants.

Professional & Scholastic Qualification 
· MBA from Sikkim Manipal University 

· B.Sc.IT from Sikkim Manipal University 

· 10+2 from Bihar Board 

· 10th from Bihar Board 

Computer Skill
· Operating System
: MS-Dos, MS-Windows 98, XP, Vista

· Programming Language
: Visual Basic 6.0, C++, Java

· Web Skill

: HTML, Java Script, ASP, XML, WML

· Packages

: MS-Office 2003/2007

· Data Base

: Access.

Hobbies
· Playing cricket and listening Music.

Personal Details
· Date of Birth

: 10/09/1983

· Nationality

: Indian

· Marital Status 

: Married

Declaration: 
I hereby declare that the information furnished in this resume is true to the best of my knowledge.
Date: ……………………..

Place: …………………….

(Satheesh)
