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Executive Summary

7.6+yrs of HR experience including 7+ yrs in Recruitment & 1.2 yrs into Strategic HR 

· Experience of end to end recruitment in Corporate and staffing company with experience of Leadership hiring, Campus hiring, Bulk hiring across all level from Executive to VP Level of various business domains/industries like Retail, IT, NON-IT BFSI, Telecom, Manufacturing,  FMGC, Medical & Healthcare, Shipping, Media, Logistic, Infrastructure, Finance, Investment Banking, Consulting, Hotels and Hospitality.  

· A Strategic Planner with expertise in getting the right Talent through extensive candidate engagement methodology .

· Experience in handling the gamut of HR functions namely Employee Recruitment and Retention,  Team Management, Employee Engagement and Welfare, HR Records management, Attrition Management  Guiding and communicating HR policy and procedure, assisted and coordinated in Performance appraisal & Performance management, Training & corporate events. 

Key Competencies

( Talent Acquisition (recruitment)  ( On Boarding  ( HR Budgeting at BU level ( Performance Appraisal management

( MIS Reports ( Training need analysis  (  Crisis Management (  Employees Relations & Retention  

	Chase and Hunt Associates FZ LLC


	Research Associate
	17th Dec,2014 to 20th Jan,2015

	IGATE Global Solutions
	Senior HR Executive ( Recruitment)
	Sep 2010 to till date

	
	On Direct Contract(through Raj Office Solutions)
	Dec 2009 to Sep 2010

	Maintec Technologies
	Recruitment Executive
	July 2008 to Nov 2009

	
	HR Executive
	Apr 2007 to July 2008


 PROFESSIONAL GLIMPSE

Achievement &Accomplishment                         
· Awarded with 'The Best Recruiter of the Year' in 2012 for hiring 200+ employees in two quarters.
· Awarded “STAR OF THE MONTH” for making maximum offers of 14 in a week.
· Reduced the turnaround time and increase the ratio from offer to joinee.
· Successfully implemented the reference generation process for external candidates
· On an average 100% plus achievement of quarterly target by actively closing fresher level, Middle and Senior level positions.

WORK HISTORY

CHASE AND HUNT ASSOCIATES FZ LLC,Dubai,UAE 




(17th Dec,2014 till 20th Jan,2015)

Research Associate & Recruitment

· Research the current market and with use of strategy in getting the right Talent through extensive candidate engagement methodology. Handling end to end requirements of clients from Executive to higher Level of various business domains/industries like Retail Industries in NON-IT, Real Estate, Manufacturing,  FMGC, Medical & Healthcare, Infrastructure, Finance, Investment Banking, Consulting, Hotels and Hospitality.

· Identify, source and recruit candidates utilizing a variety of sources through Internet postings and search, direct sourcing, employee referrals, job fairs, networking and agencies, social networking sites (Linked In, Bullhorn Reach …etc)
· Building healthy relations with clients by providing deserving talents. Coordinate with Hiring managers and clients to identify job requirements for various positions. 
· Provide expertise in passive and active sourcing techniques to attract the appropriate talent to the company and for Client Company and forward qualified applicant’s resume to hiring manager as well as client according to requirement.
· Scheduling of Interviews and fixing of interview slots based on the convenience of the client and the candidates and following for same for feedback from the client/panels. Communicate with candidates with updates of interview (selection / rejection). On selection of candidate, would send them offer and follow with them for their Date of Joining.

· Coordinate and work with HR management and prepare weekly recruiting status for HR management.

IGATE , Hyderabad(India)







(Dec’09- till date)

HR- Sr. Recruitment Executive
Talent Acquisition(Recruitment)
· Talent Acquisition professional with 7.5 years of experience in IT Recruitment including Account Management, Team Management, Sourcing and Training & Development.
· Mentoring a Team of HR recruiters (6 recruiters) and responsible for training the recruitment team to use the hiring tool (Hirecraft), ensuring maximum team collaboration and team development. Guiding them to take best of the decisions, and facilitating along with them, top management and hiring managers.
· Adept at Permanent and Contract staffing and instrumental in formulating strategies by Developing, implementing and executing recruiting and sourcing programs with a focus on direct as well as indirect process
· Playing key role in recruiting and Independently handling all manpower requirements on IT and Non IT at IGATE Global Solutions in the specified Business Unit( like BFSI domain, Data warehousing(DW/BI), ERP SAP ) on IT  technologies( Perl with Sybase, Business Analyst, Documaker,Ingenium,Pega,Power Builder, Java, Dotnet, Lotus Notes, Data warehousing.. etc).
· Manage end to end recruitment for bulk hiring in retail and manufacturing domain, Telecom,  FMGC, Medical & Healthcare, Shipping, Media, Logistic, Infrastructure, Finance, Investment Banking, Consulting, Hotels and Hospitality. BPO(Non-IT) division in IGATE and on skills like(Admin executive, MIS Executive, Account Manager-Retail, Account Manager-Finance, Sales Person, Business development manager, Sales executive, CSR, BPO-Voice & Non Voice Executive/Team Lead, Floor manager…etc)
· Pro actively identify, source and recruit candidates utilizing a variety of sources including, but not limited to, Internet postings and search, direct sourcing, employee referrals, job fairs, networking and agencies. Build and maintain a good quality database and minimize recruitment costs through tactful utilization of the vendor schemes, job portals, employee referral programs, social networking sites, newspaper recruitment advertisement, paper insert, Campus hiring in colleges/institutes , Walk-ins & industry referrals.
· Conduct Competency based interviews, Administer preliminary psychometric tests for applicants, co-ordinates and assists line manager in the selection process, coordinates applicant traveling, Reference check, Salary Negotiation, Ensures all documents/approvals are optioned before rolling out offer letter to selected candidates
· Conduct smooth on-boarding of new hires and assist with new hire orientation and coordinates with HR ops to ensure new hire traveling, accommodation, training and joining and post joining process runs efficiently. 
· Pitch correctly policies and procedures to the candidates
· Played important role in expanding Business Solution team at IGATE Global across all location in India and by Maintaining optimum capacity with TAT and 100% Compliance for all hires.

· Involved in vendor empanelment process with management of recruitment agencies and evaluate their performance timely to ensure high quality candidate experience and sourcing execution. Build partnership with the agreed business unit leaders to drive recruitment efficiency.

· Analyze recruitment data and prepare comprehensive dashboards and metrics for senior management decision making. Responsible for ensuring SLAs are met across various metrics which includes Cost to Hire, Time to Hire, Quality of Hire, Source mix and Candidate Experience with minimum escalations.
Maintec Technologies Pvt. Ltd., Bangalore






(April’07- Nov’09)
Resource Executive - Aug'08 to Nov’09)
HR Executive April'07 to July’08)
Responsible for full life cycle recruitment for internal and client company (Aug,2008 to Nov,2009)
· Manage end to end recruitment for bulk hiring in retail and manufacturing domain and acted as Key point of contact on recruitment process related matters for all retail business unit in Future focus group(Big Bazaar, D Mart, Reliance etc…)  Supporting and coaching Hiring Manager's use of  e-Recruiting application.
· Coordinate with Hiring managers and clients (IBM, Tech Mahindra, Infosys etc...) to identify job requirements for various software development positions. Provide expertise in passive and active sourcing techniques to attract the appropriate talent to the company and for Client Company and screen resumes regarding applicant’s qualifications. Forwards qualified applicant’s resume to hiring manager as well as client according to requirement.

· Scheduling of Interviews and fixing of interview slots based on the convenience of the client and the candidates and following for same for feedback from the client/panels. Communicate with candidates with updates of interview (selection / rejection). On selection of candidate, would send them offer and follow with them for their Date of Joining.
· Coordinate and work with HR management in the development and implementation of Action Plans and prepare weekly recruiting status for HR management.
Responsible for Business HR-Strategic in Maintec (April,2007 till July,2008)

Induction

· Ensuring all the joining formalities are complete for new joiners
· BU specific orientation on the Day 1 and ensure the new joiner is clear about Goals/Roles & Responsibilities.

Learning and Development 

L & D driven by framework (CMS) Competency Management System for the development of Behavioral & Technical competencies.

Performance Management System 

·   Annual / Anniversary Appraisal

· On Appraisal launch, provide orientation on the appraisal process & tool functionality ( all Grades)

· Facilitate normalization discussion with reviewers; ensure process compliance, objectivity, transparency and consistency. Ensure adherence to the bell-curve (Grade-wise) & Finalize promotion basis norms.

· Ensure timely communication of banding details by Manager to the employee & Initiate PIP (Performance Improvement Plan) for non performer. To review, in detail, normalized data and promotion recommendation for final sign off by BU head. Addressing any issues related to Appraisals/Salary hikes

Employee Connect 

· Undertaken HR Project Design program called ‘Employee Connect’ to build good Employee Relation with New Hires-Successfully designed and implemented project “Employee Connect” which as the name suggests is for connecting with our new employees at various touch points (after 7 days, 30 days, 60 days & 90 days from their joining) to ensure employee have all the resources to help them to succeed and can address their concerns if any. And get there feedback to improve employee satisfaction and organizational success.                    
· Arrange bouquets and Send Welcome mails for new hires
· Career Planning and Management by  conductingTown Halls / Floor walk & Project kick off meetings

· Fun activities that promotes team effectiveness & Overall Responsible for Employee Engagement & Employee Touch Programs for the segment. Action items on E-Sat / ERM Survey

Grievance Handling 

· Bring in a culture of escalation of grievances into the company where all employees address their concerns (performance, role, interpersonal, etc) to their managers. 

· Extending possible help in case of personal crises & Bring in a open culture in the company 

Retention and Separation Management

· Implement retention strategies & Support a positive employee relations environment through effective communications, policies and practices.

· Employee Retention/ Relation/ Satisfaction Surveys & Grievance and Implementation of Escalation matrix.

· Support exit interviews - actual connect, floor intelligence and understand what is driving the attrition. 

ACADEMIC QUALIFICATIONS

· MBA with Specialization in Human Resource from Institute of Business Management and Research, Bangalore 2010 affiliated to Sikkim Manipal University with 65.5%

· B.E. with Specialization in Information Technology from Padmanava College of Engineering, Rourkela  2005 with  69.5 %
MORE ABOUT ME
· Strong negotiating & networking skills demonstrated win-win compromises, Exceptional relationship management, account management skills and presentation skills with ability to relate to people across all hierarchical levels in the organization and to build partnership with vendors and colleagues within the HR function. 

· Self-motivated, goal oriented, responsible, and persistent with the ability to work well under pressure Strong adherence in meeting deadlines and manage multiple priorities, go getter.
PERSONAL DETAILS

· Date of Birth:
October 20,1982
· Nationality:
Indian

· Marital Status:      Married
· Visa Status             Husband Visa (flexible to move to Company sponsorship)
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