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CURRICULAM VITAE 
 

                                                                          VISWAM VASU
                                                                          NADUMOLATH (H)
                                                                          MANGATTOOR 
                                                                          KOLENCHERY (P O)
                                                                          ERNAKULAM (DIST), 
                                                                          PIN- 682311                                                                                                                                                                                   
                                                                          MOB  9656180751
                                                          E-MAIL : viswamvasu@gmail.com
CAREER OBJECTIVE
To Work with passion and dedication in my field to achieve good result and to use my knowledge in the best possible way for the betterment of the organization. Highly motivated HR professional with corporate experience in HR operations, Talent Acquisition, HR help desk, General Administration, Recruitment, Induction & Joining formalities, Training & Development, Employee Engagement, Pay Roll, Time office Management, Employee Welfare, Compensation & Benefits, Exit Formalities, Corporate Social Responsibility.
HIGHLIGHTS

	AREA OF SPECIALIZATION
	HR & MARKETING

	TOTAL EXPERIENCE 
	CURRENTLY WORKING AS HR ASSISTANT IN ABAD GROUPS OF HOTELS AND RESORTS  M G ROAD, ERNAKULAM. (26.02.2016. STILL CONTINUED WITH US.)

	QUALIFICATION
	MASTER OF BUSINESS ADMINISTRATION (HR & MARKETING)

	COMPUTER KNOWLEDGE
	M.S WORD,EXCEL,INTERNET USAGE


EDUCATIONAL QUALIFICATION 
·  S.S.L.C (2007)
            M.R.S,V HS, Mazhuvannoor, Ernakulam, Kerala.   

            Percentage of Marks – 55% 

·  V H S E (2007- 2009) 
 St.peters vocational higher secondary school Kolenchery, Ernakulam (Dist)
 Percentage of Marks – 68%
· DEGREE (2009 - 2012)

BA HISTORY.
               St. Peters college kolenchery, Ernakulam (Dist) 

   Percentage of Marks – 55%
· POST GRADUATION (2012 – 2014)

      MASTER OF BUSINESS ADMINISTRATION

   SAN International Business School, Walayar, Tamilnadu.      

   Percentage of Marks – 60%


 
 PROFESSIONAL EXPERIENCE 

· 4 Months Experience in Customer relation executive in Chemmannur Credits and Investment Ltd (14.10.2015 to 25.02.2016) 
· Presently working as HR Assistant at Abad Groups of Hotels and Resorts, Ernakulum. (26.02.2016 to still continue with us).
JOB DESCRIPTION 
Company

:
 ABAD GROUPS OF HOTELS & RESORTS 

Designation

:
  HR ASSISTANT
Duration

:
 FEB 26.02.2016 to still continue.
COMPANY PROFILE: 
Abad Plaza - the hotel is conveniently located in the heart of Cochin, on M.G. Road. Cochin is a fairytale land of tall, gently swaying palms, idyllic backwaters, sleek snake-boats, quaint Chinese fishing nets and ancient culture. 
Abad Group runs a chain of 11 Resorts and hotels, two shopping malls, Grand caters and one hotel management institute in Kerala asserting its presence in Kerala Tourism and Hospitality Scenario. Six hotels are located in cochin, and the resorts are located in Munnar, Kumarakom, Thekkedy, Marari beach and Kovalam apart from that Abad  Fisheries and Abad builders.

DUTIES & RESPONSIBILITIES
· Recruitment & Selection.

· Getting Resource request from each subsidiary unit & analyzing its validity.

· Man Power Recruitment.
· Entry & Exit Formalities (Induction, Placement, Clearance)

· Drafting ads, screening CV’s & co-ordination with placement agencies.

· Calling the Candidates & interviewing them.
· Conducting HR round interviews.

· Salary negotiations.

· Rolling out Offer Letters to the Selected Candidates.

· Introduction of new joiners to HOD.

· Taking care of joining Formalities of the Employees.
· Conducting Induction Programme for New Joiners.

· Co ordination with the new Employees and Explaining and guiding them about policies, work culture and Responsibilities.

· Enquiry handling.

· To Assist ESI, PF and other employees related Welfare Schemes.

· Assist in Statutory works.

· Maintaining the Personal Files of the Employees.

· Maintaining the Attendance of the Employees.
· Assist in Salary Preparation and Leave Encashment.
· Directly Reporting to HR Manager.
· Resource Management.

· New Joiners File Management.

· Coordinating for opening Salary Account for New Employees.
· Employee Database Maintenance.
· Maintaining the personal data for each employee with all the documents such as Certificate, Government Ids, Appointment Letters, Increment Letters, Relieving Letters and Experience Letter etc.
PERSONAL PARTICULARS 

NAME                                 :       VISWAM VASU 

FATHER’S NAME             :       MR. VASU T A 

DATE OF BIRTH               :       15.05.1991
PLACE OF BIRTH             :       KOLENCHERY, ERNAKULAM.
RELIGION                          :       HINDHU
NATIONALITY                  :       INDIAN

SEX                                      :       MALE

MARITAL STATUS           :       SINGLE

LANGUAGES KNOWN    :       ENGLISH, MALAYALAM, HINDI, TAMIL
HOBBIES                             :      TRAVELING, PLAYING                                                                                                                                                                                   

     



 CRICKET, LISTENING MUSIC 

 DECLARATION  
                  I do here by solemnly declare that all the statements made in this                    Application and Bio-data are true to best of my Knowledge and Belief.

   
Place:

Date:   
                                                                                                  VISWAM VASU 

 

