	 Anu Ramesh M.R 
Kaippilli (H), K.K.P.Road

 Ernakulam North-682018
Tel : +91-9895295344
anuramesh8711@gmail.com
Academic Profile
MBA (HR) - (70%)
Meridian College of Management :2009 -2011   
B.com with Computer Application(65%) 

Al-Ameen College: 2007 
Plus Two (Commerce)   - (74%)
St. Philominas H.S.S : 2005 
S.S.L.C  - (72%)
St. Johns E.M.H.S : 2003
Additional Qualification
Known Software :  

 M.S.Office,Tally, Photoshop,   

 Pagemaker,PowerPoint
Skills/ Interest
· Leadership 

· Interpersonal skills
· Team Building

Hobbies  & Creative Activities
  Fabric Stone  Work , Stiching
Languages Known
Read

Write

Speak

English

Malayalam

Hindi


	​

Career Objective

To work in a dynamic environment, to use my repertoire and increases the scope for improvement and helps me to reach the highest grade in the working environment especially in the HR Department, with a steep learning curve.

Professional  Profile
Wipro Ltd ( 20th may 2016 – Present)
as HR Executive 
· Handling employee relations 
· Handling greivences related to Payroll, Attendance & Leave, Company Benefits, Exit procedures, Travel, Perormance appraisals, Insurance claims, etc.
· Undergone Advanced Training  in Claims Category 

· Selected as Subject Matter Expert in the Claims Category.
· Handling 1st level escalations related to Claims ( Cash/ medical/Travel)

· Ensure closure of concerns raised by employee

· Providing Training, Floor Support and Supervisory Calls in the process

· Maintaining close relationship with internal stake holders to streamline the process

· Auditing of Helpline Tickets/ Emails  related to Claims Category

· Pragathi Award for improvising the process

· Rated HVC ( Highly Valued Contributor) in 2016-2017 Appraisal

· Generate Reports and data  to maintain the SLA and streamline the process.
Firstgent SecuritySystems Pvt Ltd  ( July 2013 - Aug 2014)
as HR Manager

· General Office Administration
· HR Generalist
· Accounting and Inventory Management
· Preparing MIS and Reports of entire departments

CUSAT Administration Office  (July 2011 -Jan 2012)

as Audit Assistant

· Auditing of  Travelling Allowance  and DA Bills
· Daily wages and Adjustment Bills Bills
SFS Homes Pvt Ltd (Aug2008 to Sep 2009)

as Marketing Executive

· After-Sales Co-ordinator
· Customer Relationship
· Marketing activities

	
	


Personal Profile

Age                          :   30yrs

Gender                     :   Female

Marital Status          :  Married

Husband’s Name      :  Anish A.

Date of Birth            :   1st July 1987

References

Ref: 1    Mrs.Asha


  Section Officer

  Cusat Administrastion Office


  Mobile: 9496120723

Ref: 2    Dr. N. Ajith Kumar

              Prof. Amrita School of Arts and Science, Cochin-26

              Email: najithkumar3000@gmail.com
              Mobile: 9895277300






Declaration

          I do hereby declare that the details furnished above are true to the best of my knowledge.

Place: Cochin                                                                                     Yours Sincerely,

Date:                                                                                                    [image: image1.png]



                                                                                                           Anu Ramesh M.R






