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To contact this candidate use this link
http://www.gulfjobseeker.com/feedback/contactjs.php
To work in an organization which provides a challenging work environment and allows me to grow both professionally and as an individual.


Previous Employee:

Shikhar Solutech Private Limited (Chennai, India), as an Executive – HR & Administration from July 2012 to Feb 2015...
Role & Responsibilities:

Recruitment & Selection:

· Handling end to end recruitment process and to ensure that the resource request is completed within deadlines.

· Utilize the Internet for recruitment, Use social and professional networking sites to identify and source candidates.

· Screen resumes as per the JD, preliminary rounds of HR interviews (telephonic / Face to Face) / scheduling face to face rounds with Functional Heads.
· Manpower planning

· Collecting the requirements from the management / Business Unit.

· Headhunting, sourcing, screening, short-listing & scheduling interviewing the candidates as per the Business Unit.

· Taking care of complete internal recruitment process.

· Handling Pre-recruitment, Post recruitment and exit formalities.

· Responsible for New Employee Joining Formalities (Joining Procedures, ID cards etc)

Training & Development:

· Providing the training for the new joinees and conducting refreshment programme training in the organization.
· Development programmers. Managing training programs & implementing across the company by identifying training requirements & goals across functions.
· Responsible for Achievement of Training Target days per employee.

General Administration:

· Preparing All the Documents for MTO (Multi Transport Operations) Registration.

· Maintenance of company & Contract vehicles.
· Maintenance of office assets like, furniture & fixtures, computers, air conditioners and all electrical & electronic items.

· In charge for purchase of office stationeries and equipments.

· In charge for maintenance of files & filing pertaining to all the departments.

· Maintenance of documents, Bills, Contract Renewal Letters, Quotations.

· Handling staff accommodation & transportation.

Previous Employee:

Talent Management Consultancy (Chennai, India), as an Executive – HR from Dec 2009 – July 2012. (80% in Recruitment and 20% Administration)

Role & Responsibilities:

Recruitment & Selection:

· Handling end to end recruitment process and to ensure that the resource request is completed within deadlines.

· Post openings in Job Portals, Utilize the Internet for recruitment, Use social and professional networking sites to identify and source candidates.

· Screen resumes as per the JD, preliminary rounds of HR interviews (telephonic / Face to Face)/scheduling face to face rounds with Functional Heads.

Induction and Joining Formalities:

· Conducting Induction and Orientation Program for Newly joined candidates and supervising the entire joining procedure for new joinees.

· Preparing and providing the appointment letter, Bank Account Opening.

· Managing the MIS of entire life cycle of an employee starting from Joining till Exit.

Payroll Process:

Attendance, Payroll and Salary Administration

· Preparing employees salary.

· Preparation of monthly attendance.

· Maintaining leave & attendance records of all employees.

General Administration:

Handling Day to day Administrative Functions
· Payment Follow Ups, Security, housekeeping & Courier management. 


ACADEMIC RECORD
Master of Business Administration, 2009
Sathyabama University, (Chennai, Tamilnadu, India)
B.A – English, 2007
S.T.Hindu College, (Nagercoil, Tamilnadu, India)


TECHNICAL SKILL’S:

· Expert knowledge in Windows XP, MS Office.


PROJECT
Undergone 3 Months Project in HCL BPO Services - Chennai under the Topic of “A Study on Attrition Rate”


KEY STRENGTH AREAS

· HR & Administration
· Recruitment
· Exit Formalities


PERSONAL DETAILS
         Gender                       
:
Male

         Nationality                
:
Indian 
         Date of Birth

:
01.07.1986
         Languages Known 
:
English, Tamil.         

DECLARATION
                       I here by declare that the information furnished above is true to the best of my knowledge and belief
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