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7 years of consistent career progression with US based company


Cosmic-I – 7 Yrs, 2 Months

  2014 – Recruitment Lead
  2010 – Sr. Recruiter
  2008 – HR Admin / Generalist

C O R E   C O M P E T E N C I E S




S K I L L S 

Recruitment | Induction and On-boarding | Handling Payroll | Attendance & leave 

Management | Training coordination | Termination and exit interviews | Employee grievances

C A R E E R     P A T H

Cosmic-I LLC
 
                   




From Jan 2008 – Feb 2015
Cosmic-I is an Information Technology provider delivering superior quality software development, consulting and staffing solutions to our client partners.
Lead Recruiter (July 2013 – February 2015)

· Accountable for the overall execution and service delivery of recruitment activities with the clients.

· Assess current and future staffing needs of organization and develop appropriate talent acquisition plans and HR metrics. 

· Work with leadership to develop overall staffing strategy and supporting initiatives/programs.

· Coordinate training and other educational materials on how to recruit and select good talent. 

· Work with business partners to identify and address training needs in the areas of recruiting and selection.

· Provide leadership and performance feedback on regular basis to staff, including appropriate performance metrics/reporting. 

· Generate a Talent pool by identifying high performers for the leadership bench for future roles and their development.

· Involved in objective setting for the recruitment team, and define operational policies.

· Proactively identifies issues affecting team progress and implements solutions.

· Manage and ensure consistent application of HR processes including career development, salary review, and resourcing and performance management within area of responsibility.

Sr. Recruiter (March 2010 – June 2013)

· Ensure the expected hiring quality standards as prescribed by the client.

· Taking HR interviews and conducting the complete end-to-end process in hiring modules.

· Identify, source and recruit qualified candidates for multiple levels and positions.

· Job description development, modification, and posting.

· Work with hiring manager on requirement postings, scheduling interviews, scheduling pre and post interview documentation.

· Developing and executing sourcing plans to identify and recruit people with skills matching the hiring needs.

· Creating relationships with candidates to facilitate the process from initial phone screen to offer accept.

· Interview, Technical testing, coordinate interviews with candidate and hiring managers, Prepare candidate for interviews, first day starts, consultant extensions, coordinate with IT Helpdesk for laptops and necessities for candidates upon hire.

· Organize and plan weekly meetings to review candidates for consideration. Extend offers, negotiate salaries and bonuses.

HR Admin cum Generalist (January 2008 - Feb 2010)

Talent Acquisition

· Develop recruitment strategy. This may include job posting, recruiting marketing channel development, job board procurement, talent planning, etc...

· Identify and source appropriate talent for current open roles within the organization

· Identify future talent needs and proactively recruiting and sourcing; develop talent pool or social engagements.

· Manage the recruitment process and life-cycle, including initial assessments, interviews, and offers.

· Counsel the candidate on corporate benefits, salary, and corporate environment.

· Provide recruitment counsel and guidance to hiring managers and HR professionals with hiring and employment data.

Joining & Induction

· Co-ordination with the new entrants, their appointment letters, employment specifications, and other employment registration forms (collecting the relevant Documents of previous employment)

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

· Conduct exit interview to identify reasons for employee resignation. Analyze & update the reports using the exit Interview feedback forms and suggest the changes for improvement.

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

Payroll

· Responsible for Payroll processing for the employees, the details include leave processing, Loss of Pay, new joiner details, referral amount processing, relocation bonus etc. 

· Getting the relevant inputs & sending Attendance report to the Accounts department at the end of month and issuing the Salary slips.

· Proposals for new salary structures.

· Prepare and communicate all increment & incentive details to employees.

General HR areas

· Manage Employee counseling, personal issues & grievance handling

· Initiated fun at work periodical cultural activities & celebrations.

· Distributing appraisal forms, taking feedbacks from appraises & assessing performance levels using ranking methods.

· Taking care of Employee Relation Activities.

· Handling Employee Grievances / Full and Final settlements.

· Taking care of Employee Retention & Motivation

E D U C A T I O N A L    A C H I E V E M E N T S

MBA (HR)
Waiting for result
M.S University, Tamil Nadu, India

MCA

Class – First Class

Year of Passing: 2007

M.S University, Tamil Nadu, India

B.Sc Physics

Class - First Class

Year of Passing: 2003

M.S University, Tamil Nadu, India

PERSONAL DETAILS

DATE OF BIRTH    

: 01-06-1983                                             

NATIONALITY  


: INDIAN 

MARITAL STATUS   

: MARRIED   

LANGUAGES KNOWN 

: ENGLISH/TAMIL/MALAYALAM

Visa



: Visit Visa
Visa Expiry


: May 25th 2015

-Organization Culture Development		-Team Leadership		-Team Development and Management				-Recruitment			-Employee Relations








-Forecasting, Demand Supply








