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Aims & Objective

To be a part of an Organization which provide me an opportunity to learn and apply my knowledge to the best of the company and my development simultaneously.
Work Experience 
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 Dec 2009- Apr 2014

Emaar Properties PJSC

                        Dubai – UAE
                                         HR Executive





Employee Relationship Management
· Meeting the new joiners on their start date with the company as and when required and introduce them to the do and don’ts of the company polices.
· Ensured that the employee ID cards are issued.

· Ensured prompt and effective filing of complete HR documentation in each individual personnel file.

· Preparing various types of letters such as Salary transfer letter, personal loan letters, confirmation letters etc as and when requested.

· Conduct the disciplinary process in line with the company policy and ensure complaints are addressed at the earliest by taking corrective measures such as issuing warning letters or dismissal.

· Updating the Oracle with the information such as passport & visa details, disciplinary letters issued etc.

· Preparing contract and letters for all Interns and single point of contact if they need any assistance.

· Ensure the monthly reports are updated on a regular basis, such as list of resigned & terminated employees, Nationality report, Employee Turnover report and Payroll report for the payroll deductions that needs to be made in month.

· Assists in improving current and designing new improved policies relating to employee relations, as and when required or directed.
· Manage and assist with the resignation, termination & transfer process of employees.
· Prepare and compute the Final Settlement, Resignation Acceptance & Service letters.
· Conduct Exit Interviews

· Coordinates with required departments to obtain any outstanding of resigned/terminated staff in order to prepare the final settlement (as required).
· Follow up with IT to ensure email address have be cancelled when employee leaves the company.

· Releases/ transfers end of service benefits to the bank after ensuring complete clearance from the employee’s end.

· Coordinates with ex-employees and the PRO on cancellation of visas and arranging for their repatriation.

· Repatriation arrangement such as booking the tickets through agencies and arranging for the shipment (if applicable).
· Coordinates with the PRO for any visa related issues for leavers and if required reporting an employee as absconding.

· Preparing file note of the employees who have left the company and were absconding.
· Coordinates for the Year- End Performance Appraisals of the employees.
· Attend to all employee queries, concerns and carry out necessary action as well as provide them information regarding the HR rules & procedures.

· Prepare files for long term storage and coordinate with the storage company to ensure effective retention and retrieval record is maintained both physical and electronic.
· Perform any other duties relevant to the post as designated by the Managers.

March 2007- Jan 2009
    SourceOne Management Services Pvt Ltd
Bangalore - India

        Sr. HR Executive Operations
Recruitment And Selection 

· Conduct written test and take up preliminary rounds of interview.

Joining Formalities

· Preparing Offer letters, Appointment letters, Appraisal letters, Experience Letters and Relieving Letters.

· Crossing checking the documents of the candidates to ensure error free completion of the joining formalities.

· Sending the employee’s documents for background verification to third party vendors.

· Uploading the candidates profile and other documents with Background Verification report in the external Software for contractual Employees.

· Opening the Bank account for all the new Joiners, issuing the ID Cards.

Payroll And Leave Management

· Handling leaves management and provides leave details to the accounts department.

· Preparing the salary structure every month for all the employees according to company policies.

· Provide remuneration sheet to the accounts department for the approval of Salary Processing.

· Calculate the reimbursement of contractual employees and sending it to the accounts department for the approval.

· Preparing Pay Slips for the internal as well as for the contractual employees.

· Preparing Invoices every month for contractual employees as well as Invoices for other Clients.
Employee Relationship Management

· Handling the quires of internal as well as the contractual employees

· Managing the entire suggestion program and escalate the issue faced /Suggestions given by the employees to concerned department heads and ensure the resolution of the same.
· Responsible for maintaining Birthday list on monthly basis and sending Birthday wishes.

 MISC
· Maintaining personal documents of the employees.

· Maintaining the employees and contractual employee’s master tracker.
· Monthly and quarterly attrition analysis and present the same to the Senior Management.

· Any other duties allocated by the superiors.

April 2006 – November 2006   SaintLife Resource Management
 Pvt Ltd         Bangalore - India

                                               HR Executive

                                       Recruitment And Selection 
· Determine the client’s requirement by studying the job description & job qualification.

· Screening & matching profiles with Clients requirements.

· Mainly dealing with Non – IT requirements, Middle Level & Niche requirements

· Working on Job Portals for procuring profiles and posting jobs.

· Validating the candidate’s interest on the requirement.

· Evaluating the candidate’s strength and communication skills.

· Co-ordination with client and candidates on scheduling the interview.

· Follow up with the candidates on joining.

· Maintaining a comprehensive databank of various candidates from different backgrounds.
Academic Credentials
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Jun 2003 - Jun 2005                     Bangalore University                                   Karnataka, India
                                                      MSc - Industrial Psychology
                                                      GPA First Class
Jun 1999 - Jun 2003                     Bangalore University                                    Karnataka, India
                                                      BSc - Industrial Psychology

                                                      GPA First Class
June 2006 – Nov 2006                    CCIMS





Karnataka, India
             Diploma In HRM 

Competencies 
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· Good organizational and administrative skills.

· Excellent problem solving and analytical skills.

· Hardworking, trustworthy and responsible.

· Can work under minimum supervision.

· Possesses a pleasing and dynamic attitude with high level of professionalism.
Personal Dossier
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Date of Birth:

January 03, 1983

Gender: 

Female

Nationality:

Indian
Marital Status:

Married 

Visa Status:

Husband’s Sponsorship 

Linguistic Abilities:

English and Hindi (Fluent)

