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RESUME
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To interview this candidate call 971505797566

Or email us back filled up Vacancy Form
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Visa Status: Husband Visa
[image: image2.png]



Objective:
Seeking a challenging assignment in fields related to Human Resource management and Administration in a dynamic organization that will strategically utilize my existing skill sets while providing opportunities to amalgamate personal enrichment with professional goals


Professional Summary 

An Enthusiastic HR professional with hands on experience in recruitment, payroll, statutory areas, (PF, PT, IT &TDS). Designing CTC & salary Break-up & general HR related areas and administration.
Interest: Open for all opportunity, related to HR, Admintration and operations


Professional Experience 

1) Designation: Sr. HR Recruiter-Period: 1st July ‘2013 to 5th December ‘2014.

2) Met Life India Insurance Company Limited-
Designation: HR Recruiter-Period: 17th October ‘2008 to 31st May ‘2011.

3) ICICI Prudential Life Insurance Company Limited-Designation: HR Executive-Period: 07 June ‘2007 to 10th August ‘2008.

4) MaFoi Management Consultants Ltd-Designation: Asst. HR Executive-Period: 1st November ‘2004 to 5th June‘2007.

Job Profile and Responsibility 

· Independently perform full cycle recruitment for the companies (Requirement gathering, Sourcing, Screening, Scheduling, Discussion and Closing)

· Contacting candidate, following up with candidates, and managing candidate pipeline.

· Scheduling interviews, briefing and debriefing candidate before and after interview.

· Serve as an ambassador of our firm when reaching out to candidate; cold calling candidates for positions and acting professionally in representing the organization.

· Identify and the best mix of resources to source top talent- Using our research function, job boards, web searches, referral and industry-specific sources.

· Negotiate and present offers and close selected candidates.

· Maintain timely documentation of all conversation with candidate within our internal database.

· Assisting in generating leads from conversation with candidate.

· Presenting candidates to our management team applying high quality standards.

· Posting job description on job boards, and tracking posting status and results.

· Worked closely with hiring manager to develop position profile and to understand overall needs and requirements. (Description, salary, timing and expectations etc.)

· Create a comprehensive job description based on hiring manager specification to be used to present to candidate and to post to job boards and internal getaways.

· Participate in recruitment knowledge sharing and best practices.

· Manage the recruiting process to meet hiring goals through the use of effective resources management and effective use of enterprise applicant tracking system.

· Consistently meet the performance metrics as defined by the head of recruiting.

· Provide reporting and regular status updates to the head of recruiting and hiring manager as required.

· Identify and attending networking activities such as career fairs, professional association meetings, technical institute and outplacement services.



Education Qualifications
Master in Business Administration (HRD) from Dr. C.V. Raman University- India
Bachelor of Arts (Psychology and Economics) from Nagaland University- India
Course of Advance MS Office from VIBHYA Edutech Services – Bangalore India



Professional Training- HR HOUSE (Advanced Corporate Practical Training)

Completed the corporate practical oriented training with hands on experience in HR Generalist areas covering –

Core HR Areas, Recruitment & Manpower Planning, Policy Implementation, Advanced Excel Reports, PMS, ERM.

Labour Laws,   P.F., E.S.I & P.T, Payroll Processing, TDS, Tax Planning for Employees, CTC Designing.



Computer Skills  

Working knowledge in word, excel, power point, and advanced reports i.e. pivot table, goal seek, auto filters, vlook up, splits &freeze panes which is used prepare to MIS reports. 

Working knowledge of Payroll Software.


Hands on experience at HR HOUSE

At HR HOUSE given exposure on the following areas:-

1. Recruitment Areas
· Knowledge of interview scheduling and to keep a track on selected candidates with joining date and updating to the management.

· Sourcing, Screening & matching the Profiles based on MRF

2. Joining Formalities and Settlement Process
· Taking care of employee data base with regard to their date of appointment, address, telephone numbers, references, employee department, code number, PF number, ESI number and other personal details. (Collecting the relevant documents of previous employment).

· Knowledge in drafting offer letters, appointment letters, confirmation letters, relieving letter and experience letters. 

· Monitoring relieving procedures and settlement considering exit interview forms, No due certificates and the amount due from the employee.

3. Statutory Areas & Payroll

· Processing payroll and designing CTC with break-up of Gross salary, 

· Preparing summary of new joinees and resigned employees.

· Delivering ‘Pay-slips’ with all statutory deductions & preparing ‘Summary of Pay-slips’ including leave calculations.

· P.T., P.F., E.S.I., - Calculations & knowledge in remittances, filings - i.e., payment challans, annual returns & PF transfer / settlement forms.

· Calculating Employees taxes, considering exemptions, savings &, deducting TDS in pay slips& issuing ‘Form 16’.
4. General HR Areas
· Good at implementing retention policies to reduce attrition and improve employee performance levels.  

· Knowledge in performance Appraisal process / TNA / Designing Employee hand book & policy implementation & MIS reports. 



Extra curriculum activities
Watching movies, sports, reading, and gardening 


Personal Details

Date of Birth

: 14th June 
Nationality

: Indian
Marital status

: Married 
Language known

: English and Hindi written and conversational 
Visa Status

: Residence on Spouse sponsor 
