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SUMMARY
A Human Resource Executive with over three years of experience augmented by a Bachelors Degree in Business Management. Excellent listening skills, oral and written communications. Comfortable in interacting with all levels of the organization and clients. Reliable, hard working, and dedicated team player who works well under pressure and with minimum supervision. Proficient in prioritizing and completing tasks in a timely manner, yet flexible to multitask when necessary. A team player who is attentive to detail and able to work in a fast paced environment. Continuously evaluating to seek improvements in productivity and enhance quality levels. A quick learner with a desire for continuous personal growth.
	Areas of expertise
	
	

	
	Recruitment
	
	HR Administration

	
	New Hire Processes
	
	Exit Procedure

	
	HR Policy
	
	Organizational Effectiveness


· HR Query Management 
WORK EXPERIENCE
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Accenture Services Pvt. Ltd. - Bangalore, India
January 2014 - March 2015
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Role:
· HR Executive for Unilever- India under ‘Employee Lifecycle Management’ 
· Skilled in workforce administration and exit related processes 
· Maintaining employees personal files and records on PeopleSoft, communicating HR policies across the organization at all levels 
· New hire setup on PeopleSoft and intimation to relevant stakeholders 
· Preparing various letters like offer letter, appointment letter, confirmation letter, increment letter, transfer letter and relieving letter 
· Deal with employees emails on their queries and resolve the queries within the stipulated time period 
· Updating employee record changes such as promotions, transfers, probation and resignation 
· Providing background checks for exited employees 
· Issuing address and employment certificates on employees request 
· Point of contact for employee queries with regard to HR policies 
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Ebby Inc. -Bangalore, India
June 2011 - August 2013

Role:
· Hiring and recruitment of new employees 
· Resourcing, screening and short listing resumes through various job portals and internal reference 
· Short listing the resumes based on desired skills and experience 
· Conducting and coordinating telephone and personal interviews with management 
· Maintaining payroll files of current employees 
· Maintaining and recording petty cash and commissions 
· Regular maintenance and filing of client contracts, profile and invoices 
· Maintain electronic and hard copy filing system 
· Prepare and modify documents including correspondence, drafts and emails 
INTERNSHIP

Al-Ahli Bank of Kuwait, Kuwait (ABK)
May 2010 - June 2010

Objectives of the Internship Project:
Various factors influencing customers while choosing a bank. General problems facing the existing customers, the customers’ attitudes towards the services provided. By doing the data comparison the bank could identify relationships between various data that would help the bank understand more about their respondents and thereby lead to better decisions.
	COMPUTER SKILLS
	
	

	
	Oracle PeopleSoft
	
	MS Word and MS PowerPoint

	
	MS Excel (Certified)
	
	Oracle Taleo - Beginner


ACADEMIC QUALIFICATIONS
Bachelors of Business Management (BBM): St. Joseph’s College of Commerce (Autonomous)
Bangalore, India
12th Grade C.B.S.E Board: Indian Community School, Kuwait (ICSK)
10th Grade C.B.S.E Board: Indian Community School, Kuwait (ICSK)
PERSONAL INFORMATION
	Date of Birth:
	June 19th, 1989
	
	

	Marital Status:
	Single
	Gender:
	Male

	Nationality:
	Indian
	Hobbies:
	Music, Reading and Cycling

	
	
	Languages known: English, Hindi and Konkani


