
SHELMAGEORGE PadamattunghalHouse,cheppanam
PanangadPO,
Cochin-682506
Ernakulam,Kerala,India

shelmagrg1@gmail.com,Mob:8129528171

OBJECTIVE

SeekingapositionasHR administrator/assistantwithanorganizationwheremy
experiencewouldbefurtherdevelopedandutilizedandalsomyknowledgecanbe
implementedtocontributetowardsthegrowthoftheorganizationandachievedesired
goals.

EDUCATION

YearAttended 2013 YearofPass 2013
MBA Concentrationof

Study
HR

University BharathiarUniversity

YearAttended 2011 YearofPass 2011
B.COM Concentrationof

Study
Commerce

University MahathmaGandhiUniversity

DatesAttended 2002-
2004

YearofPass 2004

PLUSTWO Concentrationof
Study

Science

Board StateBoardofKerala.

Year YearofPass 2002
SSLC Concentrationof

Study
General

Board PublicExaminationBoardof
Kerala



LANGUAGESKNOWN

English –Fluent
Hindi -Fluent
Malayalam -Fluent

EXPERIENCE(9Years)

Dates 2009Sept-
2018Aug

Title HRManager/AccountsManager

OrganizationName Activeedu-technologiesIndia
Pvt.Ltd,

Address S.ARoad,Vyttila,CochinPh:0484
4033399

Role&Responsibilty :                                                          
AccountsManager:                                                          

  Supervisetheaccountingprocessindepartmentsandmanagingthem.
  Implementing accountingpoliciesaccordingtotheGovtrules.
  Supportdutiesandprovidespecializedprogram supportforadministrative

department.
 SalesTax/ServiceTaxReturne-Filing.
 Bookkeeping/filing

HRManager

1. SupportstheHR DirectorthroughimplementationofHR strategytoassure
appropriateemployeeresourcesareavailabletoachieveplannedresults.Works
withlinemanagerstoidentifyorganizationalissuesthatimpacttheattainmentof
businessobjectives.

2.coordinatingperformancemanagementactivitiesforthebusinesssuchas,
annualperformanceappraisal,annualbonus&meritincreaseprocesses,staffing,
learninganddevelopment,complianceandemployee/laborrelations

3.Assistslinemanagersinaddressingemployeeperformanceissuesandproviding
consultativesupportasrequired.

Computerskills
OperatingSys:Windows98/Windows7/8/XP.

KnowledgeIn:Tally,MSWord,Excel,PowerPoint,WindowsExplorer
Browsing/Efiling



4.Engageslinemanagersinactivelymanaginganddevelopingfuturetalent.
5. Basedonthebusiness'developmentneeds,workswithDirectorto identify

training & developmentopportunities and resources required fortargeted
employeepopulations.

6. SupportsimplementationofCorporateHumanResourcesprogramsandpolicies
forthe business.

7. Workswiththebusinessandappropriatecompanyresourcestoresolveany
litigationorlegalissues.

8. ActivelyengagesincommunicationswithotherHRteam membersaroundbest
practicesandidentifiesopportunitiestocreateconsistencywherenecessary.

9.Recruitmentofthe appropriate candidate forbusiness enhancementand
allocationofdutiesaspertheorganizationalbehavior.

HIGHLIGHTS

 Aquicklearnerwithabilitytoworkinteam environment

 Abilitytohandlepressureandconcentrateongoal

 WillingtolearnandtopassontheAcquiredKnowledge

 GoodconversationalSkillandabilitytocarryoutthetasksvoluntarily

 KnowledgeinAccountsaswellinHRfunctions.

PERSONALINFORMATIONS

Name :ShelmaGeorge

Father’sName :George

Religion :Christian

DateofBirth :25-02-1987

MaritalStatus :Married

Nationality :Indian



DECLARATION

Iherebydeclarethattheabovefurnisheddetailsaretruetothebestofmy
knowledgeandbelief.

Date:15thFeb2020
Place:Ernakulam ShelmaGeorge


