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Career Objective

A dynamic Human Resource professional with total experience of 6.3 years across diversified sectors, in which 1.6 years in HR and 4.9 years experience in Administration and Event management. Aiming to use my proven skills in the industry that offers professional growth while being resourceful, innovative and flexible. Possess a Bachelor’s degree.
Profile and  Skills

· Experience in people management, team coordination and client support.
· Able to engage with all levels of management, customers and third parties.
· Innovative thinker, problem solver and good analytical skills.

· Ability to work within a team and independently.
Technical Skills

· Have attended networking certification courses (CCNA & MCSE).
· System initialization and services, User administration, Network configuration, Firewalls.

· Networking basics, TCP/IP protocol, IP addressing.

· Knowledge on Windows Security Implementation.

· Trouble shooting, Disaster Recovery and Hardware Knowledge.

· Proficient in Microsoft Outlook, Word, Excel and PowerPoint.
Trainings attended

· ITIL v3 Foundation.

· Business Excellence Training.
Educational Qualification
· MBA (Pursuing)                       
Sikkim Manipal University (Correspondence).
· B. Sc Computer Science 
Dr. Ram Manohar Lohia Degree College, CSJM University, Kanpur.

Work Experience

· Organization: Remote Ad Consultants, Bangalore - India
Designation: HR Executive | June 2013 – November 2014
The organization is an online ad firm specialized in editorial related advertising also known as contextual advertising. It also deals with online traffic monitoring, report analysis, ad quality check, ad production, search engine optimization and ad publication integration.
Key Deliverables :-
· Understanding client requirements and deciding on the recruitment strategy.

· Interacting with the delivery team on regular basis and prioritizing requirements as per the billable effective 
dates.
· Sourcing CVs from various channels such as referencing, company’s own database, Job Portals i.e. Monster, Naukri, and networking tools such as LinkedIn.
· Conducting Walk-in drives and personal interviews. 

· Arranging for technical panels and coordinating at all levels of Interviews.
· Conducting HR interviews to check the candidate’s suitability for the requirement.
Page: 01
· Experience in recruiting, staffing, retrenching people. Involved in full recruiting life cycle & end to end recruitment.
· Providing timely feedback to the delivery team on their requirements and to the candidates on their interview.
· Conducting induction for new joiners to create awareness of the recruitment function.
· Preparing and maintaining various MIS Reports like Tracker sheet, requirement and offer reports, to be sent to delivery heads and top management. 

· Recruiting people at all levels i.e. from experience range of 2-10 years for all permanent, subcontracting and direct positions. 

· Hiring resources within the stipulated average salary of LOB (Line of Business).

· Responsible for mentoring new team members on the recruitment process and various active requirements. 

· Documentation of reports with regards to PF, ESIC, etc.

· Organizing employee engagement programs, employee safety, welfare, wellness and health programs.

· Handling the payroll, compensation and benefits administration.

· Providing leadership, management, coaching, monitoring and direction to the employees to achieve targets.

· Planning and structuring of job advertisements on job portals.
· Organization: First Advantage (FADV), a Symphony Technology Group Company, Bangalore - India
       Process: Research, Background Verification

       Designation: Senior Verification Executive | April 2010 – May 2013
The process deals with verifying prior employment, educational history and background screening including Criminal and Credit check. This is accomplished by contacting the employer or educational institutions through emails, fax and telephone. Background screening of the applicants including Criminal and Credit check is verified via entrusted websites. 

Key Deliverables :-  

· Background verification both employment and educational history of job applicants of major clients; Adecco Group, Barclays Group, Spring Group, Hyphen, Bank of America Merrill Lynch (BAML), JD Weatherspoon, Royal Bank of Canada, MetLife Europe, Bank of Tokyo - Mitsubishi, HCL Great Britain, Nokia UK Ltd., Verizon, Unisys, Aviva Group, Citi Bank, Jefferies, Kenexa, BNP Paribas, Computershare, Mckinsey Group, Dexia, etc.
· Verifying the relevant educational certificates by contacting the educational institution via email or telephone. 

· Verifying all the relevant employment documents by contacting the previous employers.

· Some research may require obtaining phone numbers for these locations wherein internet is used for the research work.
· Also handling the team as Acting Team Leader in the absence of immediate supervisor.
· From September 2012, worked as Analyst, Quality Check.
· Quality check of candidate files which are verified. Final report is then sent to the client as per defined guidelines, to proceed with the placement of the candidate.
· Client’s point of contact for all process updates/changes. Roll out the same to the team.

· Address and resolve client escalations per defined guidelines.
· Send weekly / monthly audit reports to the client.
· Organization: Red Carpet Events (formally known as Clique Events and Promotions), Cochin - India
       Designation: Event Coordinator and Client Support | August 2008 - February 2010
Event management involves studying the intricacies of the brand, identifying the target audience, devising the event concept, planning the logistics and coordinating the technical aspects before actually executing the modalities of the proposed event. It is a multi-dimensional profession.
Key Deliverables :-
· Planning and execution of the event. Brand building, marketing and communication strategy. 
· Being creative, technical and logistical which helps an event succeed. This includes event design, audio-visual production, script writing, logistics, scheduling, site designing, budgeting, negotiation and, of course, client service.
· Post-event analysis and ensuring a return on investment have become significant drivers for the event industry. 
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Major Events Conducted 
· Conducted India’s largest children fest “Wiz kids” at Kochi and Trivandrum, Kerala.
· Conducted several road shows for leading giants in telecom and soft drinks sectors, Coca-Cola and Airtel.

· Successfully launched new series of handsets from Philips mobile for Kerala sector.

Achievements and Interests

· Active member of Science club. Participated in State Science Exhibition presented a project on Meningitis for the year 1999-2000.
· Received the Best Performer of the Year, 2010 and Best performer for the 3rd Quarter 2012, FADV.

· Interest in commercial Ad Designing for media. Designed and directed commercial advertisements for leading builders in Kerala, GJ Gardens and MIR Realtors telecasted in leading regional television channels; Asianet, Kairali and Amritha.
Personal Details
	Date of Birth
	:
	29-12-1984

	Nationality                          
	:
	Indian

	
	
	

	Visa Status
	:
	Visit Visa

	Marital Status
	:
	Single

	Religion                               
	:
	Islam

	Language proficiency         
	:
	Multilingual
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