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OBJECTIVE:
Looking forward for a challenging career in providing solution for the enterprise, harnessing and improving my skills by Adding value & Building strong foundation with extensive hard work and continuous learning. 

WORK EXPERIENCE:

Recruitment consultant from June 2008 – January 2013
Job Profile:













· Working closely with clients by interviewing them to get thorough understanding of their requirements. 
· Meeting clients to understand their requirements

· Making detailed job descriptions and profiles to advertise them in newspapers. 




· Sourcing of the candidates through database search, jobsites, internal references, personal contacts advertisements. 

· Maintaining a comprehensive database of candidates and continuously updating the same. 

· Screening and assessing candidates’ suitability by comparing against clients job descriptions conducting in depth interviews with candidates. 

· Preparing confidential reports on candidate's assessment and presenting them to the client to enable them to make a recruitment decision for the final candidate. 

· Preparing necessary reference checks to verify authenticity of details pertaining to previous employment as well as on critical competencies of the short listed candidates. 

· To arrange for an interview of shortlisted candidates with clients.

· Assisting clients in drafting the offer letters and extending the same to finalized candidates. 

· Negotiation with candidates and counseling clients in areas of compensation structures. Structuring offer letter formulation and final acceptance by both parties.

· Facilitating the process of submitting requisite documents for applying employment visas on Middle East Assignments





























 Senior HR Executive, Infosys BPO Bangalore from Nov 14, 2005 to Nov 30, 2007

Job Profile:


Maintain Employee Record process wise.


Plan for Manpower on the basis of report submitted by Process Team Leads


Forecast the needs of the various processes.


To find the availability of talent in the existing process.


Assist employees on the various opportunities available in the department.


Arrange for non-related process trainings to build up their skills. This is to ensure employee development.


To identify likely retirement, resignation and redundancy in the process.


Advertising, Screening and selection of candidates.


Recruitment

   a. Deciding on terms of appointment

   b. selection of candidate.


Issuing offer letters to the selected employees.


Conduct Induction program and training to new joiners on the basis of responsibilities.


Arranging weekly refreshment activities for employees.


One–to-one meeting with employees in order to address and resolve process and non-process related issues.

Payroll Supervisor, L&T Mysore from Dec 29, 2004 to Oct 15, 2005  

Job Profile:


Manage payroll system Data entries.


Preparation of monthly payroll.


Sending payroll report to bank for payment of salary to employees.


Handle all contractual matters such as contracts of employment, contract of vendors.


Final settlement of employees and close out procedures.


Preparation of statutory reports like PF, ESI, Professional Tax and Income Tax reports on monthly basis


Comply  with quarterly, half yearly and yearly audit work


To manage employees PF loan, furniture loan and to analyze the ledgers


Filing Employer Income Tax returns

PROJECT WORK:
Evaluation of Debt, Equity and Balanced Portfolios – A Study of Selected AMCs for ING Vysya Bank, M.G. Road, Ban galore.

Six Sigma Green Belt Project in Process Improvement, Infosys BPO

EDUCATIONAL QUALIFICATIONS:

MBA in Finance 2002 – 2004, Bahadhur Institute of Management Science, Mysore, India 

Post Graduate Diploma in Human Resource Management, 2004 Karnataka Open University, Mysore, India 

Bachelor of Commerce (BCom), 2002, Marimallappa College, Mysore, India

Plus -two, 1999, Marimallappa College, Mysore, India 

Secondary School Leaving Certificate (SSLC), 1997, Marimallappa High School, Mysore, India

ACHIEVEMENTS:
Received award under National Scholarship Scheme from Government of India.

Received two Gold medals from University Of Mysore.

SKILLS
Able to utilize effective verbal, oral and interpersonal communication skills.

Ability to work in a team.

Strong Analytical Skills.

Building healthy relationship with the people.

Manage to work effectively and efficiently by effective decisions and performance.

COMPUTER SKILLS
SAP R/3 4.6C Version-FICO MODULE, MS-Word, Excel, TALLY6.3

PERSONAL DETAILS:
 Date of Birth

        April 26, 1981.

 Marital Status

        Married

 Visa Status
              Residence visa 
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