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Exceptional communicator with 1years experience in HR Management. Ability to handle HR work in a professional manner. Sharp understanding of the importance of external and internal communication protocols. Proficient in comprehending and analyzing information derived from human resource documents. Profound ability to oversee recruitment efforts and ensure employee retention.


To execute myself as a Professional with a challenging career and to be a top notch Professional, 
by associating me with an esteemed organization.


Company
  :         Infosys Ltd. 
Designation      :        Process Executive (Employee Relation IT)
· Infosys BPO Ltd. – March-2013 to april 2014

· Self-motivated
· Open to all changes and optimistic approach towards a challenging job.

· Excellent ability to work in a team and creating proper environment for

·  Complete the work, with my personal involvement.

· Comprehensive problem solving and quick learner 
· Positive Attitude
· Conducting Fun Activity

HR Recruiting Backend: 
· Screening candidates resume as per the job description and as per company’s norms.

· Creation of the candidate’s reference number for the interview process.

· Scheduling the interview according to the availability of Interview panels and candidate.

· Updating Candidates details in the system post interview like Offer, Hold and Reject.

· Sending Soft Copies of Offer Letters.

· Mail Boxes Handling

· New joiners Employee ID creation.
· Accommodation for new joiners. 
· Handling the batches for the training process.
· HR Employees Relation: 
· Conducting Induction for Lateral Joiners.

· Ex-employment details sharing with other organization.

· Drug Test initiating for offshore employees.

· NSR SPOC for Indian DC’s.

· Background Check initiating with vendors.

· Creation of the candidate’s reference number for the interview process.
· Sending Mass Mailers to the Employees the new changes in Policy.
· Client Verification Handling

· Employees On boarding: 
· Coordinating with the recruitment team to finalize the list of joiners every week.

· Necessary documents send based on the location of posting, Stream, Employment laws    etc.

· Collect the required documents(Personal data, Offer Letter / Contract letter, Passport, Joining Manual Report, Declaration form for VISA, Confidentiality & Intellectual Rights Policy, Whistle blower, Acknowledgement of ASHI training, Code of conduct & Declaration regarding previous employer).

· CCD team in allocating Secure ID, Laptop, Mail ID, Blackberry, configuration to the Laptop, Printer etc.

· SA&A team to provide them Internet access.

· SAP team to upload the details.

· C&B team to provide them the right benefits package Payroll team to enroll for the salary.

· IS Team to resolve any technical issues.
· Provide Buddy with the required information about his roles and responsibilities.

· Introducing the new joiners to their reporting manager and buddy.

· Collecting Feedback on Recruitment, Induction & Buddy process to analyze and highlight the suggestions and improvements to the respective stakeholders.

· Insurance Processes: 

· Coordinating with employees, GEOHR’s and vendors in order to provide the Insurance for employees who travel to UK, France, Switzerland, Germany and Netherlands.

· Performing monthly Payroll Health Insurance advice and Reconciliations for UK, France and Germany.

· HR MIS: Sharing reports to the clients on a regular basis and analyzing the reports.

· Volume report.

· Audit report.

· HR health report.

· WBR, MBR & QBR report.
· Weekly Calls: 
· Every week call with different vendors
· Updating the status with client on weekly basis.
· Scheduling Meeting 

· Milestone 2.0. Training

· T100 - Talent Acquisition

· Problem Solving and Decision Making

· Interact

· Presentation Skills

· Coaching Skills


· E-Recruit Infosys Web Application.

· MS Office.


· M.S.W – Bharathiar university 2012
· B.C.A - Bharathiar university 2010
· PLUS TWO – Kerala state higher secondary board -2007
· SSLC – kerala state board -2005

· MS Office, MS Word, PowerPoint, MS Outlook 2007/2010.

· Windows 2000/2003 Windows XP, XP Professional, Windows 7.

· Typing speed of 30-35 words per minute.
 
Date of Birth
        : 
  09-july
Gender

        :      Male

Nationality               :     Indian

Languages Known     :     English, Malayalam,Tamil, Hindi.


Playing Cricket and Listening Music.

I declare that the above-mentioned facts are true to the best of my knowledge and I am in possession of documents in proof of it.
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