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An HR professional with over 5 years experience, I aspire to excel in the realm of Human Resource Management and contribute to the personal and professional growth of the most important resource in an organization - its employees. 

Skills
	· Recruitment and Selection
· Training and Development
· Performance Management
· Employee Engagement
· Policy and Procedure formulation
	· Manpower Budgeting
· HR Induction 

· HR Analysis

· HR Operations and MIS




Professional Experience

fOOD SPECIALITIES LTD, Jebel Ali, Dubai –Sales and marketing organization selling food and beverage ingredients and products to manufacturing, retail and hospitality industries.
HR Executive, November 2011 till date
Recruitment

· Conducting recruitments against fresh requirements and replacements against resignations based on manpower requirement

· Follow up with the unit heads for the manpower requisitions for the year based on the Manpower budget

· Coordinate, negotiate and liaise with sourcing companies e.g. news paper agencies, employment consultancies, web portals etc on service fee 

· Continuous interaction with consultants on new requirements. Providing them job descriptions and sourcing suitable profiles

· Using job portals, advertisements, employee referrals, various job sites and internal website for searching suitable candidates

· Conducting preliminary scrutiny on the profiles sourced through various sources. Interacting with candidates and forwarding suitable profiles for further shortlisting

· Calling shortlisted candidates interview

· Create and update from time to time database of candidates for current positions and keep as a pipeline for future openings

· Finalization and closing of position

Training and Development

· Coordinating training for the employees based on training needs identified through the Performance Appraisal process. Accordingly prepare the training calendar and source relevant training programs, and coordinate with employees on training feedback

Offers, Reference Checks and Joining Formalities

· Sending offer mails to selected candidates and complete reference checks.

· Completing employee joining formalities and send welcome mail to the company for all new joiners. Also provide initial HR induction for new employees.

Performance Management

· Coordinate in the Performance Management process and assist HR Manager for consolidating final ratings and prepare Training Needs Report based on the same.

HR Policy and Procedures

· Provide inputs for formulating HR policies and procedures and update and maintain the Policy manuals for UAE as well as India.

HR Database

· Work on HR database for various HR processes

· Coordinate with vendor on updates and report and resolve issues with the technical team

· Provide training to employees on HR portal usage and resolve issues in conjunction with the IT team

Employee Engagement

· Conduct fun at work activities for employees every month

· Send daily Thought for the Day and motivational stories every week

· Coordinate for the games and programs for annual party

· Coordinate for quarterly newsletter for employees

MIS

· Preparing Attrition Analysis report based on attrition data

· Preparing Training report

· Preparing weekly and monthly HR reports for management 

Others
· Assist the sales team in conducting of customer feedback survey, prepare and evaluate summary and recommend improvements 


Accomplishments:
· Successfully closed 19 budgeted and 21 non budgeted positions for the year 2013, assisting the HR Manager. 

· Involved in launch of HRIS and trained all employees on the same.
· Handled Training and Development and Performance Management Functions.
· Initiated Customer Feedback Survey and prepared analysis report for the board group.

· Performed annual Attrition Analysis and prepared analysis report to be shared with the board group. 

Planning and organizing daily and monthly employee engagement activities like “Thought for the Day” and “Fun at Work” for employees. 

	
	


Indusind bank ltd, Chennai, India – Bank offering commercial, transactional, and electronic banking products and services.
Sr. HR Executive (Deputy Manager Grade), June 2008 till Feb 2011
Training and Development

· DRA (Debt Recovery Agents) Training: Coordinating training of about 2500 employees involved in collection/recovery process across the consumer finance division of IndusInd Bank. This is being carried out as per RBI guidelines and through training module developed by Indian Institute of Banking and Finance (IIBF) and Indian Banks’ Association(IBA)

· Preparation and finalization of training schedule based on head count of  employees involved in recovery/collections process

· Coordinating with all states on finalization of dates, venues and timings of training

· Coordinating with IIBF from commencement of the training program till its completion

· Coordinating with states for collection, scrutiny of application forms of trainees, arrangement of payment for examination and sending to IIBF.

· Coordinating with IIBF and states for ensuring that al trained employees take up the examination based on dates announced by IIBF

· Ensuring that all trained employees take up training if they do not qualify in three attempts as per IIBF rules

Manpower Budgeting

· Assisting Manager – HR in preparation and finalization of Manpower Budget for the year.

Recruitment

· Conducting recruitments against fresh requirements and replacements against resignations based on manpower requirement.

· Follow up with all states on resignations and fresh requirements.

· Continuous interaction with consultants on new requirements. Providing them job descriptions and sourcing suitable profiles

· Using job portals for searching suitable candidates

· Conducting preliminary scrutiny on the profiles sourced through consultants/ portals/ internal references. Interacting with candidates and forwarding suitable profiles for further shortlisting

· Calling shortlisted candidates for test and interview 

· Finalization and closing of position. Also assisted Manager – HR in fixing salary fitment of candidates for various positions

Offer Letters and Joining Formalities

· Generating Offer letters for selected candidates

· Completing employee joining formalities and generation of employee number, appointment and welcome letters for new joiners

Transfer Orders
· Issuing Transfer Orders based on State and HR approvals

Absorptions and Confirmations

· Completing of absorptions for trainees and Confirmation for probationary employees

Performance Management

· Handled Performance Management for the Consumer Finance Division (about 1500 employees)

Provident Fund Settlements for Sister Concern of IndusInd Bank Ltd (IndusInd Bank Ltd Services and Solutions Pvt Ltd (IBLSSPL))

· Processing PF settlement papers of IBLSS employees

· Coordination with PF Office for the PF settlements

Others
· Also worked on a competency based selection module for enhancing the recruitment process

· Expanding the network of consultants by negotiating the terms and conditions of service

· Arranging consultant payments for recruited candidates and ensuring timely renewal of agreements. 

· Maintaining and updating all MIS pertaining to the areas of work handled


Accomplishments:
· Single point of contact for DRA (Debt Recovery Agents) Training: Coordinating training of about 2500 employees involved in collection/recovery process across the consumer finance division of Indusind Bank. This is being carried out as per RBI guidelines and through training module developed by Indian Institute of Banking and Finance (IIBF) and Indian Banks’ Association(IBA)

· Recruited personnel for various departments for 21 states as a single point of contact within the stipulated time frames for each position

· Automated the Employee Background Verification Activity coordinating with the IT department.

· Initiated the competency based selection module for enhancing the recruitment process.
Technical Skills
	Software:
	MS Office (Word, Access, Excel, PowerPoint)



Certifications and Education

BRITISH ENGLISH COUNCIL CERTIFICATION (Vantage level). 
jansons school of business, Bharthiar university, coimbatore, india
Master of Business Administration, April 2008
· Specialization: Human Resource Management 
Visa Status: On Employment Visa
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