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RANJITH R

Mobile:  +91 8606231863 ~ E-Mail: ranjith_win80@yahoo.com 



Managerial assignments in HUMAN RESOURCE MANAGEMENT with an organisation of repute

	· General Administration

· Facility Management

· Human Resource Management

· Payroll Management


	CAREER SNAPSHOT

· A competent professional with over 17 years of experience in Human Resource Management, Administration & Facility Management.

· Experience in implementing HR Systems and Policies and building committed teams. 
· Adept at people management, maintaining healthy employee relations, handling employee grievances thus creating an amicable & transparent environment.

· Demonstrated excellence in making travel arrangements for effective guest and client servicing.

· Skilfully building relationships with internal and external bodies for the smooth movement of operations.

· An effective communicator with exceptional interpersonal skills and hands on experience in training and development of subordinates.


AREAS OF EXPOSURE


Human Resource Management
· Managing the complete recruitment life-cycle for sourcing the best talent from diverse sources after identification of manpower requirements.

· Planning human resource requirements in consultation with heads of different functional & operational areas and conducting selection interviews.

· Arranging and reviewing job analysis, job descriptions and human specifications.

· Handling all the functions of employee joining to leaving formalities.

· Administering the finance and budgeting for the HR department and ensuring all HR activities are met within budgetary parameters.

Payroll Administration
· Managing Payroll Processing function involving calculation of overtime to the workforce, bonus, etc.

· Developing and maintaining documentation and controls for all payroll related activities and procedures; serving as the main contact all payroll related issues.

· Designing, implementing and administering payroll policies and procedures for ensuring timely compliance.

· Involved in computing salaries / other allowances of employees; making reimbursement of Medical, Travel & various other expenses incurred by employees.

General Administration

· Maintaining effective Office Administration for better coordination in the office premises. 

· Handling all the activities of housekeeping, security and other office maintenance, etc.

· Generating maintenance reports on daily basis for the running of company operations. 

· Coordinating in obtaining Visa and making passport for officials. 

· Negotiating with the hotels for bookings and hiring the cars for the Executives, Customers and Guests.

Training and Development
· Conducting Induction Training for new hires. 

· Conducting training need analysis based on Skill Gap Analysis, Appraisal feedback and suggestions. 

· Coordinating External and Internal Training Programs.
Staff Welfare
· Job Satisfaction Survey to analyse the areas to improve by the Management.
· Conducting Staff Birthday Celebration. 

· Implemented Staff Monthly Picnics for Employees with their Family Members.
CAREER CONTOUR


Currently working with Medical Trust Hospital, Ernakulam as Manager - HR from Feb 2018 onwards.  
Accountabilities

· Develop organization strategies by establishing human resources objectives that match organizational objectives.
· Developing and implementing HR Strategies and initiatives aligned with the overall business strategy.

· Develop financial strategies by anticipating, estimating and forecasting requirements; developing action plans; measuring and analyzing results; aligning monetary resources; and initiating corrective actions.
· Support management by analyzing applications, information, and providing counsel and advice.
· Develop and update procedures, methods, policies, and guidelines.
· Comply with local, state, and federal legal requirements by studying new legislation and advising management on necessary actions.
· Oversee and manage a Performance Appraisal System that drives high performance.
· Handle confidential documents and information.
Apr’ 17 – Jan’ 18 with DMWIMS (part of Aster DM Healthcare), Wayanad as Senior Manager – HR. 
Accountabilities

· Develop organization strategies by establishing human resources objectives that match organizational objectives

· Direct and monitor staff benefit packages.

· Develop financial strategies by anticipating, estimating and forecasting requirements; developing action plans; measuring and analyzing results; aligning monetary resources; and initiating corrective actions.
· Managing and coordinating the recruitment and selection process.

· Assess training needs to apply and monitor training programs.

· Develop and update procedures, methods, policies, and guidelines.
· Comply with local, state, and federal legal requirements by studying new legislation and advising management on necessary actions.
· Support management by analyzing applications, information, and providing counsel and advice.
Jan' 13 - Mar' 17 with uniCare Healthcare Group, Dubai as Manager -HR 
Accountabilities

· Managing the selection and recruitment of Doctors and other Para-medical staffs for various departments in Hospitals and Clinics through recruitment agencies, Naukri.com and other referrals by conducting personal Interview, Video-conferencing Interview, etc. 
· Checking and verifying the offer letters for the newly staff along with imparting guidance to HR Administrator for collecting necessary documents for visa processing.

· Coordinating with PR department for getting their visa on time. 

· Addressing the employees’ grievances along with taking necessary steps to convince them after consultation with CEO. 

· Ensuring and coordinating with HR Administrator to overlook the Leave Management of Staffs and give guidance to send the leave approval without delay.
· Managing the proper implementation of Staff Performance Appraisal and discussing with the CEO for their increments.

· Developed a Training plan for the staffs and started the training programme for each category.

· Designed the staff orientation training plan for the New Joinees.
                                Apr’ 11 – Sep’12 with Lifeline Healthcare Group, Dubai as HR Manager
Accountabilities

· Managing the selection and recruitment of Doctors and other Para-medical staffs for various departments in Hospitals and Clinics through recruitment agencies, Naukri.com and other referrals by conducting personal Interview, Video-conferencing Interview, etc. 
· Checking and verifying the offer letters for the newly staff along with imparting guidance to HR Administrator for collecting necessary documents for visa processing.

· Coordinating with PR department for getting their visa on time. 

· Addressing the employees’ grievances along with taking necessary steps to convince them after consultation with CEO. 
· Ensuring and coordinating with HR Administrator to overlook the Leave Management of Staffs and give guidance to send the leave approval without delay.
· Coordinating with HR Administrator for the necessary documentation related to HR for the JCI Survey.

· Managing the proper implementation of Staff Performance Appraisal and discussing with the CEO for their increments.
· Conducting Job Satisfaction Survey with the employees on regular intervals to know the staff satisfaction and discuss with Director-Operations & CEO about the feedback to improve the staff morale.

· Regular visits to the Doctors and Staff and collect the feedback from them to make the department functioning smooth and effective.
· Verifying the monthly payroll records of the staff and forwarded to the Finance Manager for the salary transfer on time.
                                 Nov’07 – Nov’10 with D M Healthcare LLC, Dubai as Assistant Manager - HR

Accountabilities

· Discussing with General Manager and Senior Manager for their increments and sending the Appraisal letters to the concerned employees on time. 
· Managing the selection and recruitment of Doctors and other Para-medical staffs for various departments in Hospitals and Clinics through recruitment agencies, Naukri.com and other referrals by conducting personal Interview, Video-conferencing Interview, etc. 
· Checking and verifying the offer letters for the newly staff along with imparting guidance to HR Executives for collecting necessary documents for visa processing.

· Coordinating with PR department for getting their visa on time. 

· Addressing the employees’ grievances along with taking necessary steps to convince them after consultation with Senior Manager HR and General Manager. 

· Ensuring and coordinating with HR Executives to overlook the Leave Management of Staffs and give guidance to send the leave approval without delay.

Sep’06- Oct’07 with QGM Group LLC, Sharjah, UAE as Human Resources Executive

Accountabilities

· Devising pre-screening, selection and recruitment of candidates for various departments and interacting with recruitment agencies for sourcing the right candidates.

· Preparing offer letters for the newly staff, collection of relevant documents for their visa application, handover the necessary documents to Government Liaising department for applying their visa, inform the candidates about their visa issuance and coordinate with Administration department for their flight booking.

· Finalising the joining formalities for the new recruits, coordinate with HSE Department for their safety induction, conduct HR training of the newly recruited staffs both office and yard personnel and ensure with the concerned departmental heads about their report to work.
· Maintaining and updating of the personal records of each employee and update the papers in their respective file. 
May’06 – Aug’06 with Center for Research & Consultancy, Ernakulam as Recruitment Specialist

Accountabilities

· Recruiting candidates for clients based in Chennai, Bangalore, Hyderabad and Trivandrum. 

· Interviewing candidates for determining job and cultural fit, experience levels, expectations as well as assess communication skills, negotiate & finalize contracts and terms. 

· Managing the recruitment full-life cycle including gathering job requirements, screening candidates, preparing candidates for the client interviews. Along with negotiating salary expectations with candidates. 

Jun’05 – Apr’06 with MVS Software Consulting Pvt. Ltd, Trivandrum as IT Technical Recruiter

Accountabilities

· Screening and recruiting consultants for US Clients for the parent company CompuSystems Inc., MI.

· Determining the job and cultural fit, experience levels, expectations as well as assess communication skills and perform reference checks, negotiate & finalize contracts & terms. 

· Negotiating salary expectations with candidates. 

Aug’04 – May’05 with Muthoot Staff Training College, Ernakulam as HR Training Coordinator


Accountabilities

· Making physical arrangements of training equipment.

· Preparing program chart in consultation with Director/Personnel Manager.

· Intimating the Faculties and Training schedules along with verifying the TA Bills.

· Overseeing the administration of training college. 

Commenced career with Jenburkt Pharmaceuticals Ltd., Mumbai as Medical Representative during Oct’01 – Sep’02
ACADEMIC CREDENTIALS


2004
MBA (Human Resource Management) from Bharathiar University, Coimbatore 

2001
B.Com. from N S S College, Ottapalam, University of Calicut

1999
Diploma in Business Administration from National Council for Labour Management, Chennai with First Division

ACCOLADE

· Bagged Certificate of Business Professional Programmer from DOEACC Society, an autonomous body of Department Of Information Technology, Ministry of Communications and Information Technology, Government of India, New Delhi.
ACADEMIC PROJECT   


Project:

Indian Telephone Industries Limited, Palakkad 
Title:

Study on Working Environment of PCB Workers
Details:
The Study involves the Working Environment, Workers Adaptability to changing technology, Workers Satisfaction with Safety-devices, Inter-personal and Superior-subordinate Relationship and also studies the Organisational Culture. The Project mainly specialized on Human Resources.  

TRAININGS UNDERGONE: Basic Training Program held for Medical Representatives at Lonavla for 10 Days.


PERSONAL DOSSIER


Date of Birth:

18th September 1980 
Permanent Address:
Sreevalsam, Lakkidi P.O., Palakkad-District, PIN Code -679301, Kerala




Phone : +91 9447255400
Linguistic Abilities:
English, Hindi and Malayalam

Passport Number:
L3874940
Driving Licence:

Valid UAE & Indian Driving Licence

