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Career Objective:
Looking for a challenging position in a growing organization where my acquired skills are essentially utilized in Human Resource Management with greater emphasis to recruitment.
Overview of Experience and Skills:
MBA Graduate with over 5 years of experience in Human Resources. Possessing Good Communication, Negotiation and Interpersonal Skills.
Area of Expertise : Candidate sourcing(both overseas and local),screening, selection & well versed in mobilization of the candidates & pre-employment regulatory formalities of respective countries; employee orientation, training and assessment; payroll processing, reporting and employee relations. Moreover maintaining confidential HR records.
Education and Training:
Master of Business Administration in Human Resources and Finance in 2012. Bachelors of Commerce in 2010.
A Certified Internal Quality Auditor (ISO 9001:2008). Proficient in Computer Application.
Employment History:
Recruitment Coordinator October 2012 to Present Al Qaryan Group, Saudi Arabia
Responsibilities
• Preparing manpower and strategic plan.
· Sourcing candidates from India, Philippines, Bangladesh, Nepal, Egypt, Jordan, Pakistan and Saudi Arabia. 
· Applying effective & efficient recruitment & hiring Processes. 
· Setting up recruitment strategy & action plan in coordination with HR Manager & departments. 
· Conducting Interviews & supporting all parties in concern with assessments. 
· Preparing interview schedule and executing through different interview modes. 
· Releasing advertisement in various sources such as newspapers and job portals. 
· Administering visas by coordinating with Government Relation Representatives. 
· Reviewing recruitment agency contracts. 
· Preparing job descriptions in coordination with Departments. 
· Processing pre-employment documents for all countries in accordance with respective regulations. 
· Coordinating with agencies from time to time and updating candidate tracking records. 
· Generating and updating CV database. 
· Updating recruitment status reports and reporting to the management. 
· Preparing monthly recruitment reports and submitting to the management. 
· Rolling out offer letters to selected candidates and coordinating with recruitment agencies. 
· Conducting induction programs for new hires. 
HR Associate
September 2011 to September 2012
AON Hewitt (HR Consultants)
Responsibilities
· Handled Recruitment, Induction, Training and Assessments. 
· Maintained and controlled the Job Application Tracking System and responded to all candidates. 
· Tracked all relevant applications and proposed to the Department Heads as required; 
· Generated manpower plan, followed job analysis, recruitment and retention programs. 
· Assisted in the Co-ordination and orientation of new employees. 
· Handled employee queries related to salary including grievances. 
HR Assistant
January 2009 to August 11
Aspasia Hotel (5 Star Hotel)
Responsibilities
· Input staff details into the personnel & payroll system to ensure accuracy of the payroll, generated head count periodic reports and head count analysis reports. 
· End-to-end payroll processing and preparation of reports such as salary statement, bank advice, variance summary, head count summary, budget report, staff turnover report, salary advance reports and statutory reports. 
· Advised and administered staff regarding personnel, programs, benefits and pay issues, investigated human resource related problems and made recommendations to the organization, and provided inputs for employee performance evaluations. 
· Responsible for the hiring of personnel for the dining outlets at various locations in Bangalore. 
Certificates:
Received a certificate for “Best student of the year 2007” Achieved a certificate for excelling in manual typing.
Recognition awarded by the hotel for “Best all-round Performer”.
Certificate awarded for “Promising Employee of 2011” by a reputed 5 star hotel.
Computer Proficiency:
HRMIS (HR application) and Saral Pay pack (payroll application)
ERP (Oracle based)
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