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 Career Objective:

To contribute maximum in the growth of organization through continuous learning, hard work and dedication in such a way so that each and every employee of the organization should feel associated in achieving the targets of the company.
Professional Summary 

· 4.2 years of IT experience in Project Management Office (PMO), HR Generalist and Recruitment.
· An enthusiastic and effective coordinator of activities endowed with exceptional communication, relationship management, analytical and organizational abilities.

· Success-driven and goal-oriented, known for being well organized with attention to detail and accuracy.
Work Experience:
CGI, Apr’12 – Nov’14
Program Management Officer (PMO)
( Project Name : Deutsche Bank )
Program Management Officer (PMO) with extensive experience in program / project management and process improvement. Passion for creating and leading project management offices that help organizations identify, prioritize, initiate, manage, and track the most critical projects to the best of my abilities and utilizing every opportunity to contribute to the growth and excel with the Organization. 

Professional summary 

· 1.8 years of IT experience in Project Management Office (PMO), Resource Management and Operational role.
· Expertise in coordinating customer operations, managing organization, customer policies and procedures and Vendor Governance. 
· Proficient in preparing and handling various project and resource reports on a weekly and monthly basis
· Individually handling the entire resourcing of the project form creating the New position following up with the recruitment team unto closure.
· Efficiently handled various (Project Status, Project volume, attrition forecast, Resource Utilization) reports.

· Approaches each day proactively; anticipates department and business needs. Understands the impact of decisions on employees and the business.

· Ability to compile, verifies, analyze, interpret and circulate critical project resource allocation and maintenance data to all stakeholders.

· Communicate effectively to build relationships both internally and externally, develop strategic partnerships and provide suggestions at all levels of management.

· Exceptional analysis skills with an ability to manage and execute the business needs.

· Highly self-motivated with excellent analytical, troubleshooting, multitasking and communication skills.

· Expertise in using Microsoft Excel, its functions, formulae and good Documenting skills in MS Word & PowerPoint.
· Coordinating with Senior Management (CEO,CFO, VP’s and Director’s) for approval and for other project related activities.
· Coordinate meetings with the project manager and functional management to discuss project impediments, needed resources or issues/delays in completing the task.
Logica (Now Part of CGI)                                                  Apr’12 – Mar’13

Talent Acquisition
Key Responsibilities:
· Owned full recruitment cycle: collecting requirements, studying, analyzing, screening, sourcing, short listing, scheduling and closing positions for assigned requisitions as well as managing the team activities.
· Closely working with the interview panel while scheduling the meetings/appointments with the candidates and collected the feedback of the candidates interviewed.
· Reducing the dependencies of Job Boards through Smart Sourcing Techniques. (LinkedIn, Open sites, Blogs, networking, head hunting etc.

· End- to- End follow-up of the candidates
· Handling the recruitment activity for ERP (SAP, Microsoft Dynamics), MSBI, and Alfresco.

· Using Spire as a tool to track Applications and current status of the candidates.
· Strategize the use of Recruiting Channels for hiring as per set timelines & budgets. .

· Vendor Management.
Adecco India, Chennai
Jun’11-Mar’12
HR Executive 
Responsibilities: 

Recruitment –
· Managing manpower requirements and verifying the requisitions, generating sourcing avenues through proper planning and analysis, keeping competency tracking and development 

· Practiced numerous sourcing strategies including referral generation, ad placement, position postings, direct sourcing and networking to develop a qualified pool of candidates.

· Technically screening candidates in telephonic interaction, scheduling and coordinating interviews, checking references and interacts with Project department.

Induction & Joining Formalities–

· Organize andConduct Induction program to the new recruits which includes presentation on the empower activities, giving a brief on HR and company policies, Terms and conditions to be followed.

· Verifying the documents, filling the joining formalities forms, Issuing of Appointment letter, Creation of associate ID, Sending mail to Infrastructure team and admin department allocation of system.
Employee Relation – 

· Single point of contact for all grievances and general queries from employees. Based on the compliance, analysis and providing the proper feedback.

· Initiating and conducting employees various celebrating activities by starting with the event management, Annual Meet, Birthday bash & Anniversary wishes, New Year games and tour arrangement.

HRMIS & Database – 

· Exhaustive MIS report like new joiner list, Performance Appraisal, Performance Bonus or incentive, Attrition rate, and employees on contract to be presented to management on every month.

· Report generation to Account department Attendance, salary inputs, Stop payments, Loss of pay and Travel advance. 
· Maintaining and updating the internal application HRIS, Employees database in excel, Personal Profiles of various levels of the company.
Exit Management – 

·  Identify the reasons for exit, analysis and coordinate with the senior management to initiate steps to retain the associate.  

· Evaluate the exit interview feedback form for the primary and secondary reason of relieving and detail report to management.
Recruitment consultant
Roles And Responsibilities:
· Thorough understanding of complete Life cycle of Recruitment from getting the requirement to closing the position.

· Cater to openings of numerous client viz. IBM, Accenture, TCS.

· Understanding client requirements and sourcing the right candidates for different Position
· Short listing good quality profile for client requirement, and updating the profiles on clients websites

· Head hunting good quality candidates across all technologies across all levels.

· Scheduling the interviews of shortlisted candidates.

· Closing the positions on time.

· Handling the Attendance, Sending reports to operation manager weekly as well as monthly (offer report, BCG Check reports etc.) 
Vertex Solution, Chennai 







Oct 2010 to June 2011

IT Recruiter

Roles And Responsibilities:

· Receiving the requirements with job description from group client, scrutinizing the descriptions and Sourcing relevant resumes from sources i.e. Employee Referrals, Job Portals (Naukri, Monster and Times Jobs) and LinkedIn etc. Hiring Lateral positions through Job portals, Social Networking Sites.

· Screening candidates through preliminary interview to judge their suitability of the requirements and preparing assessment sheet of short listed candidates before forwarding to end customer.

· Includes experience in cold calling or telephone etiquettes.

· Familiarity with internet search, especially on different jobsites.

· Client Handling and Interview Scheduling.

· Constant follow up with the client and the candidates till they join the concerned company.

· Providing interview feedback’s to the candidates.

· Handle End To End Recruitment.

· Interact with the corporate managers for detailed understanding for their

· Resourcing.

· Conduct Week-End drives.

· Responsible to collect Joining documents from candidates.

· Conduct HR Interviews to the resources.

· Build and maintain a talent pipeline for active and upcoming positions.

· Responsible for maintaining and updating the MIS and records of all the candidates called, selected, rejected and hired employees, status on each position/project.

· Maintain tracker of all the resumes received through various sources and updating the recruitment sheet.

Skills:
Application Development (Java, oracle, etc.)
Infrastructure (Networking, LINUX, UNIX admin)

Storage (Data warehousing, TIVOLI etc.)
Achievements:
· Got PAT on the back award for quarter Jan to Mar ’14 in BFSI vertical.
· Appreciated by senior managers many times about my efficiency and quality in work.

Education:

MBA (HR and Marketing ) - Meenakshi College of Engineering ( Anna University ) – (2008- 2010)
B.Com - Sarah Tucker College (ManonmaniamSundaranar University)-(2005-2008)
Personal Details 

Date of Birth

: 6th Jan 1988

Nationality

: Indian
Marital Status

: Married 


Language Proficiency
: English, Tamil.

Declaration:-

I hereby declare that, all above given information is true to best of my knowledge.       

