Name: Sneha Sijo                                                                              Email: snehasijo2204@gmail.com
Phone: 9946690544                                                                                 LinkedIn: 


Objective:
To become a successful professional in the field of Human Resources Management, to work in a creative and challenging environment where there is scope for upgrading skills and knowledge and I can take part in the growth of the organization

Synopsis:

· An MBA background with 10+Years of experience in handling Human Resources Management, Administration, Finance & Accounting spanning across various industries such as Educational Institutions, MNC, Retail and NGO.
· Proven experience as an HR Generalist, in an academic institution setting.
· Knowledge of the academic calendar and its implications on HR functions
· Excellent communication, interpersonal and presentation skills with the ability to build positive relationship at all levels
· Proficiency in protecting the interests of all employees
· Demonstrated ability to handle sensitive and confidential information with discretion
· Excellent Organization and Time Management skills
· Proficient in MS Office Suite, vlookup, hlookup, pivot table, pivot chart etc.

Core Competencies:
      
	Recruitment & Selection
	Payroll Management

	Leave Management
	Attendance Management

	Labour laws & Regulations
	Employee Engagement

	Grievances & Disputes
	Talent Management

	General Administrations
	Finance & Accounting




Professional Experience:
          
Organization	 : GIG International School
Designation           : Senior HR Executive
Duration                 : ………….– Till date

Roles and Responsibilities:	
· Managed end-to-end recruitment process, including job postings, screening resumes, conducting interviews, and facilitating the onboarding process for new hires.
· Collaborated with department heads to understand staffing needs and ensured timely recruitment
· Preliminary screening/short listing the right qualitative profile against the given requirement of the resumes through Headhunting, Job portals, Direct walk-ins and referrals.
· Follow up with the candidates after the offer roll out and ensure their joining on board. 
· Getting into a CTC negotiation with candidates
· Maintaining accurate and up-to-date employee records in the HRIS ( Human Resources Information System)
· Maintain and record employee attendance and leave for payroll processing.
· Prepared various HR reports and metrics for monthly and annual meetings.
· Execute the employee’s probationary completion review procedures 
· Served as one point of contact for employees regrading HR related matters, addressing queries and concerns.
· Conduct exit interviews to understand the reason for resignation
· Organize events and conferences for employees
· Manage workplace safety issues and complaints
· Maintain HR Procedures that comply with labour laws and regulations


Professional Experience:
       
 Organization	   :  ISME (International School of Management Excellence)      
  Designation           :  HR & Admin
  Duration                 :  Nov 2022 – ……..

Roles and Responsibilities:	
· Working closely with the research team (coordinating with the scholars regarding the registration of the research proposal in the website and payments for the publications.
· Documentation and filing of all relevant certificates. 
· Reference verification before sending the academic affairs to the parents  
· Reporting to Dean, helping in drafting the promotional letters, Minutes of board meetings, grievance issues and any official correspondence.
· FPM and PHD attendance markings and maintaining monthly attendance reports.   
· Maintaining, updating the efficient database (MIS). 


Professional Experience:
       
Organization         :  Silver Oaks International School 
Designation           :  HR & Accountant
Duration                 : May 2015 - Oct 2016

Roles and Responsibilities:	
· End to End process of recruitment (shortlisting resumes selecting and final recruitment of teaching and non-teaching staff. )
· Formulating HR policy and procedures
· Addressing issues of the staff with the management
· Handling ESIC, and bank related works of the staff
· Attendance and payroll Management
· Handling General Administration and accountants of silver oaks
· Receipting of fee payments, analyzing and clearing the fee dues
· Issuing Transfer certificates and bonafide certificates as per the requests of the parents
· Attending the queries of the parents

Professional Experience:
       
  Organization	    : Alukkas 
   Designation           : Branch Manager
   Duration                 : Oct 2014 - April 2015

Roles and Responsibilities:	
· Managing all the financial activities & day to day activities of the company individually.
· Developing the business through social media and through other channels
· Regular market survey and planning for the improvements of the business
· Monitoring the team of 12 members including designers, marketing executives, Accountants and other office assistants and staff.
· Regular meetings with the team and the management team on work improvements and other business developments.
· Resolving the issues of the customers with regard to things delivered
· Co-ordination with the management regularly for the improvement on quality of the product, and varieties on the output of the patterns of the sample products.
· Identifying the training needs across levels through mapping of skills required for particular positions and preparing of training modules, calendar, schedules & batches for imparting training.
· Creating Month end reports and MIS reports tally the income and expenditure of the month and sent to the management team.

Professional Experience:
       
 Organization	   : RVM Foundation 
  Designation           : Asst Manger - Finance
  Duration                 : July 2013 – Sep  2014

Roles and Responsibilities:	
· Maintenance of Salary master
· Everyday MIS Check
· Managing the mall’s – logistics as and when required
· Fund Transfers, and maintaining the records of deposits 
· Accounting for Purchase, Sales, Expenses 
· Preparing daily MIS report.
· Booking of the day-to-day expenses.
· All the regular transaction of the day’s entries are passed in the tally.
· Petty Cash expenses booking

Professional Experience:
      
 Organization       : Capgemini
  Designation          : Senior Process Associate
  Duration                : Dec 2006 – July 2013

Roles and Responsibilities:	
· Processing of Payments, Bill of Exchange payments, verification and confirmation and issuing of Cheques to supplier based on Credit Terms.
· Reconciles and posts transactions to the general ledger.
· Supports moderately complex customer inquiries, typically without escalation.
· Identifies opportunities for improvements and makes recommendations.
· Handling of IUT ’s (Inter Unit Transaction) Payments
· Working on different ERP – (Mfg-Pro and SAP) front end workflow – CAF and Omni flow).
· E-Acceptance report and settlement JV’s)
· Preparation of Weekly Reports like –Treasury Report.
· Preparation of monthly reports and JV’s – Maturity JV, Actual Interest JV,
· Preparation of recons – Principle recon, Bank recon and Vendor recon.
· Handling client calls and queries, clearing of JV’s, acceptance of E-bills in bank portal.
· Spooling of reports like, FBL1N report, bill of exchange reports of banks like BOA, DB, BARCLAYS, CITI, HSBC and MIZUHO bank.
· Payment proposal confirmation of all the banks on daily basis.
· Special GL postings that is transferring of the bill of exchange entries from our books to the particular banks on daily basis based on the finance



Academic Profile:
· MBA (Finance) from Skkim Manipal University, Karnataka (2011-2013)
· Bachelors in Commerce [B. Com] from University of Bangalore (2001-2004)


Personal Details:
Date of Birth                                      : 20/10/1984
Languages known                             : English, Kannada, Hindi, Malayalam and Tamil.
Permanent Address                         : Sarjapur, Bengaluru - 562125

Declaration:
I hereby declare that the above given statements are true and correct to the best of my knowledge.





Place: Bangalore
Date:   							                                                                  Sneha Sijo



