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Location: Dubai, UAE

CAREER OBJECTIVE:

A motivated and results-focused budding Human Resources professional with 1.6 Years of experience, seeking an opportunity in Human resource field to utilize my skills and education to contribute to my employer’s objectives, profitability, and success with a company offering potential for challenge and growth.

ACADEMIC QUALIFICATIONS: 
Pursuing PGDBA in Human Resource Management in SYMBIOSIS UNIVERSITY.
Bachelor of Engineering in Electrical & Electronics dept. (62%) from Sathyabama University 2013.
Higher Secondary with 1st division (62%) from State Board in 2009.
SSLC with 1st division (72%) from Matriculation in 2007.

EMPLOYMENT WITH THE PAST EMPLOYERS:
COGNIZANT TECHNOLOGY SOLUTIONS:
(A Multinational Information Technology, Consulting and Business Process Outsourcing Company. Headquartered in Teaneck, New Jersey, United States, North America. 

Duration: 2nd April 2014 – 4th December 2014 in Chennai, India.
Designation: HR Co-ordinator

Team- Lateral BGV- Talent Acquisition Group Shared Services 

KEY RESPONSIBILITIES:

Single Point of Contact (SPOC) for the BGV for the Associate’s, for the below mentioned Clients.
United Bank of Switzerland/ Barclays/ Google/ Capital One/ ING Bank/ ING Investments/ Kaiser & Delta Airlines.
Also handling the Conversion of Contractors to Full time Employees (PAN INDIA: CWR – FTE)
Managing a number of 5 BGV vendors across India for the completion of BGV for the CWR candidates 

1) Initiating the documents from the business with the details of the candidate’s Education & Employments to the vendors.
2) Checking if the candidate has any Education /Employments that is in the Cognizant List of Suspect employments.
3) Receiving supporting documents such as Bank statements/ Form 16 for any suspect candidate’s employments so as to verify the same with the vendors.
4) Following up with the vendors/ Clearing Insufficiencies of candidate’s documents on time.

5) Making sure the closure of cases happen before the elapsed SLA (14 Business days).

6) Informing the business if the case is good to On-board for the client select project, Collecting BGV reports from the vendor
7) Initiating Drug (5 Panel/ 6 Panel/ 11 Panel)/ Urine test according to the client requirement, following up with vendors to collect the samples before the stipulated SLA and close the case.
Previous role: 

Lateral BGV- (Team size - 5 including self)

1) Checking for the documents of the New Hire candidates according to the Cognizant BGV scope.

2) Validating the documents through the One Cognizant portal according to the scope.

3) Joiners are listed according to the documents uploaded (Good To Go; Conditional Good To Go; No- Go) in the pipeline that will be sent to PAN INDIA Cognizant On-boarding locations. 

4) Triggering mails to the candidates to upload the pending documents to ensure quick On-boarding.

5) Initiating the Client specific checks for the candidates according to respective clients and their BGV checks.

Mailboxes

1) Was handling the sole responsibility of handling all the 10 Location Mailboxes answering Recruiter’s & candidates queries on BGV Status & Suspect initiation queries. 

2) No. of Mail boxes- BGVHelpdesk- PUNE/ BLR/ CHN/ KOL/ KOC/ CBE/ HYD/ MUM/ BPO/ IT IS/GUR. 

Campus On boarding/ B-School On boarding
1) Conducted Induction/ Campus Moderation/ Documentation formalities on their Date of Joining.

Previous Organization: 
LAYAM GROUP (An ISO Certified company)
Clients:- L&T Shipbuilding, Daimler, FIAT, TATA, JBM, Renault Nissan, Motherson, Ashok-Leyland, Torrent power, Reckitt Benkiser, Videocon.
Duration: 31st July 2013 – 30th March 2014
Designation: HR Recruiter + Client Co-ordinator (Automobile, Shipping Industry, FMCG, Power Industry, IT )

KEY RESPONSIBILITIES:

Client Co-ordination:-

-Handling the sole responsibility of Co-ordinating with all top clients working for my concern.

Recruitment:
1) Ensuring the client requirements/specifications are communicated to and understood by the recruitment team/ Colleagues.
2) Screening and short listing resumes for the required position through Job Portals (Naukri, Monster)/References/Head Hunting/Social networks(LinkedIn)/ Job posting to match the requirement of the clients. 
- Continuous interaction with the clients by phone/ e-mails & coordination with the internal teams for the proper support in sourcing resumes by explaining them the client’s need
- Independently coordinated between candidates and the HR’s from different companies, visiting clients for better understanding of the requirement and relationship building.
- Conducted walk-in interview for various positions.
- Follow up with the candidates who will be joining in the client place, negotiating salaries.
- Getting new requirements from clients.- Maintaining MIS of all recruitment related details and credentials of each candidate sourced and interviewed.
- Worked on profiles ranging from entry level to senior level.

- Knowledge on Contract staffing, Business Development, Training & Development & Payroll processing.
MAJOR POSITIONS WORKED ON:-

1)  Business Head- JBM, Gurgaon (80 Lakhs) ; 2) Plant Head- JBM, Faridabad (26 Lakhs)
COMPUTER PROFICIENCY:
Operating Systems: Windows 98, XP, Window 7, Windows 8.1
Office Packages: Working experience in MS Excel(Look ups/ Pivot), Word, PowerPoint & Outlook.
SW Coding & Other suites: Knowledge on C & C++, Internet & E-mail operations 

AREAS OF INTEREST:
-HR related articles in the newspaper and on the web attract me.
-Unique interest lies in knowing and following updates from Automation industries & Robotics around the world. 

EXTRA CURRICULAR ACTIVITIES:
-Stage Compere, Won the individual special prize for playing a role for the skit in Independence celebrations (2012) for resident’s welfare association. Active Blood Donor for Chennai Corporation AIDS Prevention and Control Society (CAPACS ) (2010 & 2012 ).
PERSONAL
DOSSIER:

Date of Birth: 20-04-1992
Marital Status: Single
Languages Known: English, Malayalam, Tamil, Hindi
Native District/State: Kannur/ Kerala
Nationality: Indian

DECLARATION:
I hereby declare that the above-mentioned information is correct up to my knowledge and I bear the responsibility for the correctness of the above-mentioned particulars.

Current Location: Dubai, UAE
Date:  
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