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Objective:
To secure a position in the organization that offers challenges and opportunities for my career development and at the same time serve the organization to the best of my capabilities with loyalty and integrity.
Work Experience: 
    Name of the Company: Accenture Services Private Limited, Bangalore

    Designation: Immigration Coordinator

    Duration: 27th Aug-2013 to 31st Dec-2014 
    Job Responsibility:
· Work closely with candidates, internal recruiters, headhunters and other HR professionals
· Staff Training (visa briefing sessions, process explanation etc…) for USA, UK and Canada traveling employees 

· Coordinating with HR officers and applying for LCA (Labour Application Condition) for On shore employees and posting the LCA in DOL (Department of Labour USA) to complete and fix the Prevailing Wage

· Coordinating with Recruitment Team and filing the Direct Hire Applications [Head Hunting] with USCIS
· Working for Compliance Team and doing all Quality Checks (100%- accurate) before employees are traveling to USA, Canada and ROW countries under B1, L1, J1 and H1 visa
· Interacting with Accenture Leaderships (MD’s), Senior Managers, Delivery Heads on calls and SIEBEL Tool to complete all the formalities before they travel USA, Canada and ROW countries and approving their Travel after the completion of Quality check

· Worked with deferent tools like:  IMMIG-PRO, RMSC, IHP, LCA tool, SIEBEL, USCIS website, CWT, GCP tool, DOL, Accenture internal links and all daily excel reports 

· Coordinating with HR officers to update the Details of the Employee those who are working in USA 

· Responding to queries through E-mails, calls and using SIEBEL tool to USA, Canada and ROW [rest of the world] employees and Delivery heads.
· The process involves applying work permits and business Visa – including visa stamping process  

· Processing Invite Letters for Employees those who are Travelling under Business Visa to USA and Canada 
· Handling H1B Extension Application and Filing the Applications with USCIS (end to end process)
· Handling Off shore Amendment and On shore Amendment Applications including LCA ( salary), making them to file the application under USCIS 

· Responsible for processing applications within SLA complying with internal Quality Parameters

· Responding to queries through E-mail and calls to employees and Delivery heads

· Preparing reports and sharing the same with the team and managers on daily basis

· Coordinating with the team and getting things to closure on time and ensuring that there are no escalations to the maximum extent

· Assisting Employees to get the visa stamping process to US, ROW and UK country

· Co-ordinating with HR officers, Employees and Attorneys to collect the employees documents and update the same in RMSC Tool
· Attending conference calls conducted by the internal team, attending daily meeting and discussion regarding the improvement of the team work
Training and Block placement:
    Name of the Company: Reign HR Technologies Private Limited, Bangalore

    Designation: HR Coordinator

    Duration: 08/July/2013 to 07/August/2013
    Work Profile:                                                                                                                                
· Working closely with external recruiters and agencies, headhunters and other HR professionals

· Manage the flow of candidates thorough the recruitment process, from scheduling interviews to bringing new employees onboard

· Conduct testing, screening and preliminary interviewing of potential employees

· Took responsibility in Job fair and act as liaison between the company and the candidates

· Participated in HR department meetings and assist in job posting and employment adds
   Name of the company: Maruti - Suzuki Car -Mandovi Motors Private Limited, Mangalore
    Designation: HR Trainee
    Duration: 12th Dec-2012 to 05th April- 2013
    Work Profile:                                                                                                                                

· Updating and maintaining Payroll records and Maintaining leave, sickness and overtime reports
· Taking part in to the recruitment processes: Job advertisement, Screening of CV’s, conducting Interviews  

· Staff Trainings under the supervision of the HR Officer 

· Man Power Planning and finalizing the candidates: estimating or projecting the number of personnel required for a project
· Undertook Study on “ HR Practices and Its Impact on Organizational Climate” with special reference to Mandovi Motors Private Limited, Mangalore
Academic Profile:
	Sl No
	Educational Qualification
	Institution
	University
	Year of passing

	1
	Masters in Human Resources

(MSW – HR)
	St Aloysius College, Autonomous, Mangalore
	Autonomous
	2013

	2
	BSW
	St Philomena College, Puttur
	Mangalore
	2011

	3
	PUC
	GOVT PU College, Puttur
	Mangalore
	2008

	4
	SSLC
	St Philomena High School, Puttur
	Mangalore
	2006


Achievements:
· Received appreciation from customers, project, Clients for the best Performance 

· Won Prizes in various cultural activities at school and in the inter college and district level competition

· Actively Participated in the National Level Seminars and Workshops

· Have played an active role as the Convener for the various departmental activities and programs held at college 

Interest, Skills and Qualities:
· Good qualitative aptitude along with excellence grasping power and eagerness to learn

· Good Communication Skill

· Fluent in MS office

· Team Player with passion to excel 

· Building Inter-Personal Relationship   

Personal Profile:
· Date of Birth : 21 May 1990

· Nationality : Indian

· Languages Known : English, Hindi, Malayalam, Basic Arabic

· Visa Status : Visit visa
Reference:
Available upon request

Declaration: 
I do hereby declare that above furnished information is true to the best of my knowledge and beliefs.

