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CAREER OBJECTIVE: 

An innovative and a state professional with integrity and expertise in recruitment and communication having 5+ years International experience in HR AND MARKETING Department . seeks an assignment to enhance and contribute in and training with leading Organization

EDUCATIONAL QUALIFICATIONS:
Graduate Certificate in Business Administration,University of Ballarat ,Australia

2007-08

Bachelor in Business Management, UNIVERSITY OF MANGALORE 2003-2006

PROFESSIONAL EXPERIENCE:

PROPERTY CONSULTANT

DAMAC PROPERTIES DUBAI
JAN 2015-STILL CONTINUING


•
Prospecting the clients through Cold calling ,Networking and Face to Face .


•
Consulted clients and helped them choose the best option from the available alternatives according to their requirements and budget


•
Advertised about vacant properties and answered all queries of callers


•
Met corporate clients and prepared quotes for leasing property


•
Prepared all official records including sales and revenue reports for the department


•
Assisted in the preparation of employee development program course


•
Proofread and finalize content of brochures, websites, and other marketing material


•
Communicate with the bank representatives and discuss loan options according to the client's budget


•
Keep track of construction and inform the clients about the possession date


•
Prepare sales and revenue reports and provide the same to the area property manager

MILAN INFOTECH PVT LTD

HR CONSULTANT  (RECRUITMENT AND PAYROLL)
SEPTEMBER , 2012 to till date
RESPONSIBILITIES:


•
Recruit for all levels of jobs within the industry and participate in recruitment efforts, job fairs businesses and Internet communities.

•
Review and approve salary recommendations, job descriptions and job evaluations.

•
Research and develop new job evaluation methodologies.

•
Counsel with management and employees on job performance and employee relations.

•
  Counsel with management and employees on job performance and employee relations.

•
Develop communications and recruiting strategies.

•
Complete salary surveys on existing jobs and determine the matching of market to company jobs.

•
Complete internal comparisons of employees to market data and recommend salary adjustments as needed.

•
Implement and administer merit and incentive compensation planning.

•
Complete market analyses for focused technical areas such as Engineering, I.T., Audit, etc. and make recommendations for action as needed to maintain competitive position.



PAYROLL PROCESSING:


•


•
Taking care of 4 clients Payroll Management with the employee size 50 -200 per client. Having good exposure in Breakups as per rule and good knowledge in Statutory.

•
Payroll Processing with  CTC BREAKUPS, LOP Calculation, Salary revision, Attendance Record Maintenance, Leave Records Maintenance, Arrears calculation, Reimbursements, Incentive, OT, Bonus, Gratuity Deductions EPF, ESI.TDS,PT,IT .
ASPIRE COMMUNICATIONS , MELBOURNE , AUSTRALIA

HR ADVISOR
DIRECT BUSINESS DEALERS OF VODAFONE AUSTRALIA AND OPTUS NETWORK AUSTRALIA

JANUARY 20010  to JULY, 2012

RECRUITMENT:


•
Handling recruitment for Industry sectors viz.Telecom Sector Power and Energy Sector

•
Independently working within the Telecom primarily and  Power & Energy Portal Management

•
Sourcing relevant profiles through local database, Search Engines Job & Linked-in as tools

•
Posting ads at various Search Engines (Seek.com.au, career one, jobsjobsjobs.com)

•
Develop business and achieve revenue targets

•
Screening of candidates over telephone / in person as per the requirement Preparing daily / weekly reports for follow up and local database

•
Head Hunting and  mapping of prospective candidates with industry and organizational requirement Coordinating with HOD’s with understanding the role and personnel requirement

EMPLOYEE RELATION AND ADMINISTRATION:


•
Complete recruitment lifecycle for sourcing the best talent 


•
Arranged the final round of interview, Induction for new joiners Issued Offer Letters.


•
Making salary fitments & handling joining formalities and preparing employee files Identified training needs of employees Resolved employees grievances and issues and initiate 


•
Disciplinary actions as and when required Arranged welfare development & Recreational Activities

IT PREVIEW

Profound computer skills like CRM Siebel ,MS Office 

