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Objective
To start my career and rise to a significant position in a highly reputed organization, use my whole talent and dedication for the advancement of the firm and learn through the experience that I get from the organization and to pursue excellence through continuous self-evaluation.
AREAS OF EXPERTISE

· Employee relations

· Payroll data entry

· Payroll processing

· HR administration

· HR strategy
· Personnel record management
KEY SKILLS AND COMPETENCIES

Professional

· Processing payroll from start to finish.

· Ability to interact with employees at all levels.

· Ability to build good working relationships with managers at all levels
· Handling confidential employee information in a professional and respectful manner.

· Excellent interpersonal and written communication skills.

· Ensuring legal compliance in all HR functions.

· Seeing tasks through to completion.

· Staying up to date with the latest Human Resources developments.

· Ability to manage a varied workload in a fast paced environment.

· Motivating and inspiring to achieve their best and succeed.

· Analyzing a company’s manpower requirements.
Personal

· Can thrive in a continually changing environment.

· Able to work under pressure and to aggressive deadlines.

· Easy going and relaxed when dealing with people.
· Keen and eager to learn new things.

· Enjoy administrative and office based work
EXPERIENCE
HR EXECUTIVE – FEBRUARY 2014 – JULY 2016
Employers name – DDRC SRL DIAGNOSTICS PVT LTD, ERNAKULAM
Responsible for providing overall HR support so that the company maximizes its employee productivity and well-being.


DUTIES & RESPONSIBILITIES
· Co-ordinate HR Activities
· Plan manpower requirements and ensuring recruitments in consultation with the Ass. Manager – HR & Sr. Manager - HR

· Maintain up to date personnel data bank.

· Maintain data bank of prospective employees

· Arrange sufficient, appropriate training for the new staff

· Plan, organize and evaluate annual training sessions

· Co-ordinate periodic performance appraisal of staff

· Conduct exit interviews

· Ensure compliance with labour laws

· Ensure compliance with various statutes relating to personnel of the organization

· Salary administration subject to the information received from the Accounts Departments

· Ensure timely statutory remittance like PF, ESI and Labour Welfare Fund.
Education

	QUALIFICATION
	NAME OF INSTITUTION
	BOARD/ UNIVERSITY
	YEAR OF PASSING
	PERCENTAGE  

	MBA (HR & FINANCE)
	Scad College Of Engineering& Technology
	Anna UniversityTirunelveli
	2011
	72.3%

	BCOM
	MSM College,Kayamkulam
	Kerala University
	2009
	51.6%


	PLUSTWO

	BJSM Madathil Higher Secondary School, Thazhava
	Higher Secondary Board
	2006
	74.5%

	SSLC
	Govt: Girls Higher Secondary School, Thazhava
	Board Of Public Examination
	2004
	64.8%


Projects Done:
· The project work entitled 'A Study on Employees Welfare measures in SANGROSE LABOROTORIES Pvt.Ltd., Mavelikara was done in Human Resource in partial fulfillment of the requirements for the award of the Master degree in Business Administration.

· The project work entitled “An analysis on the factors determining the Profitability of the FEDERAL BANK LIMITED, ALUVA”was done in Finance in partial fulfillment of the requirements for the award of the Master degree in Business Administration.

Personal Profile
Name
    

: Saranya S
Date of Birth

: 23-10-1988
Sex 


: Female
Marital Status

: Married
Languages Known
: English, Hindi, Malayalam and Tamil
Nationality

: Indian
Passport No                 : K6004914

Date of Issue               : 10.04.2013

Date of Expiry            : 09.04.2023

Place of Issue              : Cochin  

Spouse Name              : Adarsh K R
Father’s name

: SasidharanPillai
Mother’s Name
: Sreekumari G
Declaration
       I hereby declare that the information furnished above is true to the best of my knowledge. 
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