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Manager - Human Resources


OBJECTIVE

· Seeking further challenges in the Human Resources, where skills and expertise can be fully utilized for the advancement of the organization
SUMMARY

· Dynamic professional with over 8 years of experience in Human Resources Management and Corporate Training, which includes 6 years in Human Resources Management
· In-depth experience of end-to-end recruitment process pertaining to IT and Telecommunication domains
· Adept at manpower planning, recruitment, performance management, compensation and benefits

· Ability to streamline and manage attendance & timekeeping, quality & training, and administration processes

· Strong interpersonal and negotiation skills to develop strategies aimed at candidate placements/referrals as per client requirements

· Effective PC skills (Microsoft Office and Internet) necessary to design and track HR policies and MIS reports
WORK EXPERIENCE
Organisation:
Panzer Technologies Pvt. Ltd., Hyderabad, India
Designation:
Manager - Human Resources
Duration:
May 2014 – December 2014
Responsibilities:

· Perform manpower planning in consultation with senior management
· Oversee recruitment of employees at different levels

· Screen candidate profiles according to job category through various job websites and portals

· Oversee Campus drives and Job Fairs
· Maintain and update the database of potential employees

· Ensure all Offer, Appointment, Relieving and Increment letters are prepared and issued
· Maintain and improve induction and orientation sessions of new employees
· Ensure proper implementation of HR policies and procedures

· Interact with employees to handle and redress grievances

· Design model for effective implementation of performance management system
Organisation:
Amazon Development Centre India Pvt. Ltd., Hyderabad, India
Designation:
ERC Specialist – Human Resources
Duration:
Jul 2011 – Apr 2014
Responsibilities:
· Managed the entire hiring process, from onboarding, new hire orientation up to exit process

· Gathered documents from the recruitment team and updated the same in software

· Apprised candidates of benefits and policies of the company
· Handled and resolved grievances of employees
Achievement:

· Exclusively, managed the HR Generalist activities for businesses in Australia and the Asia-Pacific
Organisation:
Rofous Software Pvt. Ltd., Hyderabad, India
Designation:
Human Resources Specialist
Duration:
Sep 2010 – May 2011
Responsibilities:

· Performed end-to-end HR activities such as screening, short-listing and final selection of candidates
· Browsed, maintained and updated client profiles through job portals

· Analysed recruitment data and prepared MIS reports

· Handled employee evaluations / appraisals, grievances and training programs
Organisation:
Tata Business Support Services Ltd., Hyderabad, India
Designation:
Senior Process Trainer
Duration:
Nov 2006 – May 2008
Responsibilities:

· Interacted with clients in learning and understanding various processes
· Developed skill set  and comprehensive training manuals for new hires 
· Assisted HR team in interviewing candidates 

· Trained new hires on various processes in line with Operations and Quality teams
· Collaborated with Quality team for building audit sheets used for process evaluation
· Designed and upgraded training modules based on updates received from client
· Conducted briefing sessions of teams involved in various processes
Achievements:

· Conducted 'Train-the-Trainer' programs for a team of Subject Matter Experts
· Supported the team in migration of backend operations of TATA Indicom process
· Received 'The Annual Achiever' and 'Master of the Game' awards for the period 2007 - 2008
PROJECT HANDLED
Name:
Remote Call Centre in coastal Andhra Pradesh
Description:
Set up a remote call centre within a span of 2 months, that managed the entire process of 


recruitment, induction, and training of workforce. This call centre, now taken over by Tata Indicom, 

services users of post-paid and pre-paid telephones and mobiles there. This project was replicated 

in other states of India, namely Maharashtra and Kerala
AVAILABILITY
· Possess no bond with current employer

· Willing to attend the personal interview
SKILL SET
· Recruitment Management
· Leave Records Management

· Employee Engagement

· Employee Management

· Attrition Management

· Grievance Handling
· Client Relationship Management
LANGUAGE SKILLS

· Fluent in English, Hindi and Telugu
EDUCATION
· Master of Business Administration (MBA) - Indian Institute of Planning and Management (IIPM), Hyderabad, India (2010)
· Bachelor of Science (MECS) - Osmania University, Hyderabad, India (2005)
GLOBAL EXPOSURE

· Interacted with clients from Australia and the Asia-Pacific
REFERENCES available on request.
