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	Profile Summary
Professional with an MBA in HR handling HR Shared Service activities and also experienced on Global immigration & Visa processing. Adept at handling high priority tasks & involved in team lead activities & training. Looking forward to a challenging & rewarding career in Human resource in a legal firm or a Global Corp with diverse immigration requirements.
Professional Qualification
Work Experience:

From April 2012 –  Till January 2015:

Worked at IGATE Global Solutions Ltd., Bangalore, India as a Senior Associate (HR). 

· Handled Shared service activities like end to end onboarding, off boarding, employee induction & employee absence. 
· Conducted base level interviews with the applicants.
· Added Value to Applicant CV/ Resume screening process by preparing a standard Evaluation Report and grading the Resume based on the compatibility with Job Description

· Expertise in immigration for Germany, UK, Australia, Japan, Singapore, Malaysia, Arab Nations & US with hands on Visa processing

· Complete end to end process until the visa gets cleared.

· Understanding Immigration law, Labor law, Internal Norms, Processes and Systems and guide the team members in implementing the policies and systems as and when required.
· Time to time updation and follow-up of internal & external policies and procedures.

· Evaluate application, Verify documentation and determine type of Visa & Process and update on PeopleSoft HRMS & INSZoom Application. 

· Tracking the status of visa with consulate and agents

· Updating the time to time status of visa to employees through a tool called Visa track PeopleSoft Application.
· Maintaining the general Visa stamping report for all the locations

· Handling various Business Units for visa, work permit, travel insurance, and other travel arrangements.
· Process of employee travel tickets & accommodation 

· Interacting with employee through mails & Telephone.

· Handled Immigration and HR related queries of Vertical Heads,  Managers, through a tool called IConnect help Desk, and help them in smooth HR process

· Ensured quality support for employees with high satisfaction scores on service tours of employee queries with recognized efforts 

· Worked and contributed in content requirement gathering of immigration information portal and immigration management system 
· Handling Dependent Visas & Visa extensions.

· Preparation of H1B petition (I-129,I-129S) & drafting of support letters

· Involved in LCA procurement, posting & tagging.

· Coordinated with US Visa stamping requirements.



	Personal Data:

Date of Birth  :06-03-1988

Gender           : Male
Nationality     : Indian
Marital Status: Single

Mother Tongue: Malayalam

    
             

	From September 2011 – Till November 2011

Worked at Kaptko Talent Solution ltd., Bangalore., India.

· Search for Relevant profiles in various Job Portals.

· Screen candidate resumes and interview them.
· End to end recruitment.

· Take initial round of interview. 

· Complete validation of employee profile and background.
· Setup interview time and date with the employee.
· Complete support until the joining formality is completed.
Academic record
MBA: (2009-2011)

· Specialization  in HR & Marketing

· Happy Valley Business School, Coimbatore

· Anna University

· Aggregate 82% 

BCA: (2006-2009)

· Maharaja Arts And Science College, Coimbatore

· Bharathiar University

· Aggregate 68 %

HSC: (2004-2006)

· Sacred Heart Matriculation Higher Secondary School, Kayyunni

· Aggregate 77%

SSLC: (2004)

· Sacred Heart Matriculation Higher Secondary School, Kayyunni
· Aggregate 63%

Linguistic Knowledge
· To Read & Write     : English, Malayalam, Tamil, Hindi

· To Speak                  : English, Malayalam, Tamil

Personal Competencies 

· Work effectively with diverse groups of people

· Fast Learner. Adapt well to changes and pressures in the workplace

· Friendly with an upbeat attitude

· Ambitious, hardworking and committed to excellence

· Well-organized and proficient with details.

· Excellent interpersonal and team skills.









