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J J Institute Of Technologies, Bangalore (Feb 2004 to Aug 2005)

Position

             : Coordinator, Technical Support & Software Faculty

Responsibilities

· Maintaining the Issue Trackers on different Issues and how the same resolved.

· Conducting the Technical Training to Students / Colleagues.

· Coordinating for conducting Technical Trainings.

· Vendor Managements and Engagements.

· Maintaining Accuracy on the deliverables as per the Timelines agreed.

· Taking Initiatives to take up the new projects and challenges.

· Participate in Process Improvement activities and involved in execution


Master of Business Administration- HRM (Pondicherry University)

Graduate in Bachelor of Commerce (University of Calicut)

Pre-University (University of Calicut, Kerala)

Secondary School (Board of Public Examinations, Kerala)


Hardware and Networking:

Diploma in computer hardware and networking and programming course from Jetking, Bangalore, India.

Software:

Diploma in Computer Programming and Applications from ZED Career Academy, Jeevan Bhima Nagar, Bangalore, India. 
Objective


Seeking a challenging career with ample opportunities for growth in a Dynamic Organization, that helps me to explore myself and inspire me to improve my potential. 





Total Work Experience – Feb 2004 to Jan 2015 – 10 + yrs 


Randstad India Ltd., Bangalore   : Jun 2014 to Jan 2015


Position       : Assistant Manager - HR Operations 


Responsibilities





Handling 450 employees (Client Cisco) monthly attendance, reimbursement, allowances & Salaries. 





Vendor management – (Agreement, Invoice & Payments)





Closely working with various department line managers to understand and implement policies and procedures. Handling high level escalations.





Liaising with employees and vendors to book travel and accommodation incase of onsite projects. 





Conducting regular employee connect and handling their concerns and grievances of all employees and solving them within the stipulated time period.





Orientation sessions and development programs to all the employees. Taking exit interviews.





Closely working with client project managers and identifies hiring needs, develops the position description and 	scheduling interviews.





On-boarding/joining formalities& conducting Induction training to all the new employees. Preparing offer/appointment letter, employment letters, exit letters & visa letters. 





Collecting and documenting all the relevant paper work and soft copies from the employees and conducting reference check and maintain individual employee records. 





Preparing and presenting monthly trackers & presentations to the management.(Query tracker, Hire/exit tracker, performance tracker, PO utilization tracker) 





Working with Cisco tool (Field glass) to track SOW &Purchase order. Creating the Invoice on tool and follow up for the payments.  





Managing and maintaining the provided department budgets, as well as invoicing. 





 Taking care of employees working conditions, performance management, disciplinary procedures and absence management.
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�Personal Data: 


�Date of Birth  	 :	 30TH JULY 1979


Sex 	 :  Male�Nationality	 :  Indian


Visa Status        : Visit Visa


                            


Marital Status   : Married


�Linguistics Abilities	


                        :	English, Hindi,                        Malayalam, Tamil & Kannada.

















Artech Infosystems Pvt. Ltd., Bangalore (July 2010 to May 2014)


Position                                  : Senior HR Executive. 








Responsibilities


Handling Multiple Clients and Vendors.


Leading a team of six members.





Deployed at Client (IBM) and was Responsible for all employee related HR operations from a process and delivery point.





Worked with different IBM project managers and supervisors to ensure employees follow company policies and procedures. 





Working with IBM tool - Web Order Invoice (WOI) & Accenture tool – Content Management Services (CMS). 





Handling the concerns and grievances of all employees and solving them within the given time period.





Working with stake holders on centralized initiatives of data integrity, providing information for reporting on scorecards and metrics.





Documentation and publication of various reports such as employee query report, ROG (Red-Orange-Green) report, exit report.





Ownership of background verification process across India.





Experience in conducting All-hands meet, induction/orientation sessions and development programs.





Experience in taking care of On-boarding, joining, exit formalities (exit interview, issuing relieving letter and experience letter), full and final settlement Process. 





Preparation and documentation of Process flows and Policies.





Collecting the compliance documents from the team and presenting it with the audit team. 








Vibrant Screen Pvt. Ltd., Bangalore (Sep 2005 to Jul 2010)





Position                                  : Client Manager Cum Senior Quality Analyst 








Responsibilities


 Interacting & Handling Multiple Clients.





Client Engagement with effective problem solving skill.





Examines and approves or rejects the reports on the basis of Quality controls.





Training the executives to prevent errors, mistakes and misuse of information in the   process of verification.





MIS Data Maintenance (Internal and External Data).





Adhering to Timelines as per the SLA with Client.





Handling escalations and clarifications.





Evaluating team Performance and prepares reports on a weekly and monthly basis.
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Educational Qualifications�
�



Computer Proficiency�
�






