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CAREER SNAPSHOT
· Having 6 yrs of Experience in Automobile, Manufacturing, IT and Healthcare company 
· Sourced for Entry, Senior level and Middle level post 
· Experienced in Recruitment(IT,Non-IT,ITES domain) Training & Development, Compensation Benefit, Performance Appraisal, Employee Engagement, Recruitment Audit, Manpower planning, Vendor Management
· Highly goal-oriented, results-driven and dedicated professional with the demonstrated ability to source and place the candidates in highly competitive markets
· Recruiting experience both at Agency and Corporate level, Third party
· Self-motivated, capable of handling multiple tasks simultaneously
· Works well as part of a team or independently.
· Handled the full life cycle recruiting process for qualification of skilled candidates by sourcing using portals, Referrals, Networking, LinkedIn, Free Job Boards, Job Postings
· Qualitative result-oriented, team player and progressively responsible experience in Human Resources
· Programme planning, administration and invitation.
· Potential identification of training and develop  plan
· Good Inter-personal skill, Convincing skills and Handled team
· Handling vendor management
SKILL SET
TECHNICAL 
Operating System
MS Windows XP / NT 4.0 / 2000 / ME, UNIX
 Office
MS Office (Excel, PowerPoint, Word)
PROFESSIONAL EXPERIENCE
Since October2014 to March 2015: Mediassist Healthcare Services, Bangalore, as Sr. HR Executive
Accountabilities
Recruitment
· Managing Employee referral and Vendor management.
· Involved in end to end contract staffing/ hiring recruitment lifecycle
· Employee verification/background check
· MIS Reports on Recruitment and also data management
· Coordination with the different department heads, Senior Management and clients
· Detailed analysis of the JD - to understand the requirement of the business.
· Ensuring SLA"s are met for providing the validate profiles.
· Handles team of 5 people.
Training &Development
· Employee benefits programmes
· Preparing of Training modules.
·  Training effectiveness Evaluation
Employee Engagement
· Employee Engagement Practices 
· New Employee Management 
· Giving importance on Healthy working environment & Hygiene at work place. 
· Celebrating birthday’s & Conducting sports meet, farewell 
· Functions for Resigned & transferred Employees.
· Giving surprise gifts, Rewards & recognitions for the employees.
Payments  
· Payments for vendors and the consultant 
· Maintaining database of all vendors
· Payment relate issues handled
· Payments for external &internal venue and programme
Audit
· Handling recruitment audit
· Keeping all the record of recruitment documents 
Employee grievances
PROFESSIONAL EXPERIENCE
Since Feb 2013 to January 2014: Essl, Bangalore, as Senior HR Executive
eSSL -Indian enterprise with over 10 years of presence as one of the leading Biometric Companies in India , offering an unique Attendance and Access control solution, which ensures a hassle free and systematic solution for your attendance and access control requirements, and thus frees you from a complex and manual process. eSSL has a wide range of products which can suit various customer requirements with assured quality and competitive prices. We provide end to end solution in terms of hardware and software for both biometrics and card systems. 
Accountabilities
Recruitment
· Managing Employee referral and Vendor management.
· Involved in end to end contract staffing/ hiring recruitment lifecycle
· Employee verification/background check
· MIS Reports on Recruitment and also data management
· Coordination with the different department heads, Senior Management and clients
· Detailed analysis of the JD - to understand the requirement of the business.
· Ensuring SLA"s are met for providing the validate profiles.
· Handles team of 5 people.
Training &Development
· Employee benefits programmes
· Preparing of Training modules.
·  Training effectiveness Evaluation
Employee Engagement
· Employee Engagement Practices 
· New Employee Management 
· Giving importance on Healthy working environment & Hygiene at work place. 
· Celebrating birthday’s & Conducting sports meet, farewell 
· Functions for Resigned & transferred Employees.
· Giving surprise gifts, Rewards & recognitions for the employees.
Payments  
· Payments for vendors and the consultant 
· Maintaining database of all vendors
· Payment relate issues handled
· Payments for external &internal venue and programme
Audit
· Handling recruitment audit
· Keeping all the record of recruitment documents 
Since Feb 2012 to Dec 2012: Manipal Technologies Ltd, Bangalore, as Senior HR Executive
Manipal Technologies Ltd. had its humble beginnings as the back office of Syndicate Bank in 1941. Over the several decades of its existence, Manipal Technologies Ltd. has evolved from being a security print products manufacturer to being the preferred Outsourced Service Partner to the Indian Banking industry. With the long term vision of sustained growth,. 
Accountabilities
Recruitment
· Involved in end to end contract staffing/ hiring recruitment lifecycle.
·  Releasing of offer letter
· Works with the HR Manager on any structural changes, working on cost challenges.
· Detailed report on hiring status.
· Profile searching through different portals & networking(i.e.Monster,Naukri,Times job.com,shine)
· Managing Employee referral and Vendor management.
· Employee verification/background check
· MIS Reports on Recruitment and also data management
· Recruitment for Non - IT and IT Clients in Multiple technologies.
· Coordination with the different department heads, Senior Management and clients
· Detailed analysis of the JD - to understand the requirement of the business.
· Ensuring SLA"s are met for providing the validate profiles.
· Candidate selection, offer negotiation and follow up with joining to ensure the candidate on boarding.
Training &Development

· Employee benefits programmes
· Preparing of Training modules.
·  Training effectiveness Evaluation
· Weekly/monthly/MIS
· Induction and orientation
Induction Handling
· Responsible for HR Inductions 
· Proper completion of joining formalities and their allocation etc. 
· Scheduling and co-coordinating induction sessions of new employees
Campus Recruitment
· Handle end-to-end process of Campus 
· Initial screening of students as per organizational eligibility criteria.
· Conduct Campus Recruitment, handle post-selection communication and & all 
    joining formalities for the campus recruits.
· Student Internships

· Organizing Industrial Visits & Dealing with the Campus Recruitment drives.
· Establishing contacts with academic institutes and promoting brand image of the Company
· Handling campus hiring and also attending Job fair
Employee Engagement
· Employee Engagement Practices 
· New Employee Management 
· Giving importance on Healthy working environment & Hygiene at work place. 
· Celebrating birthday’s & Conducting sports meet, farewell 
New Initiative
· Introducing employee referral programme
· Safety training
Since Sept 2009to Jan 2012: Bosch, Bangalore, as HR Executive
India, Bosch is a leading supplier of technology and services, and has a strong presence in the country at numerous locations in diverse industry segments. Bosch set up its manufacturing operations in 1953, and has grown over the years to 14 manufacturing sites and 3 development centres. Bosch employs about 22500 associates in India, and in business year 2010 achieved total consolidated revenue of over 6630 crores. 
Accountabilities
Recruitment
· Involved in end to end contract staffing/ hiring recruitment lifecycle Scheduling for the interview.
· Preparing and Releasing of offer letter
· Conducting Telephonic Interview
· Preparing Compensation sheet
· Preparing detailed report on hiring status.
· Profile searching through portals & networking.
· Managing Employee referral and Vendor database.
· MIS Reports on Recruitment
· Recruitment for Non - IT Clients in Multiple technologies.
· Sourcing from portal(i.e.Monster,Naukri,Times job.com)
· Coordination with the different department heads.
· Coordination with Senior Management, Clients.
· Detailed analysis of the JD - to understand the requirement thoroughly.
· Ensuring SLA"s are met for providing the validate profiles.
·  Scheduling the short listed profiles for interviews and ensuring the following up.
· Candidate selection, offer negotiation and follow up with joining to ensure the on boarding.
· Taking ownership of handling walk-in independently.
Campus Recruitment
· Handle end-to-end process of Campus 
· Initial screening of students as per organizational eligibility criteria.
· Conduct Campus Recruitment, handle post-selection communication and & all 
    joining formalities for the campus recruits.
· Student Internships

· Organizing Industrial Visits & Dealing with the Campus Recruitment drives.
· Establishing contacts with academic institutes and promoting brand image of the Company
Payments     
· Payments for external faculty
· Payments for external &internal venue
· External training programmes
Training & Development
· Programme planning, administration and invitation.
· Potential identification of training and develop training plan.
· Release of training calendar.
· Preparing of Training modules.
·  Training effectiveness Evaluation
· Weekly/monthly/MIS
· Handling conducting the training programmes internal and external
  Induction Handling
· Responsible for HR Inductions 
· Proper completion of joining formalities and their allocation etc. 
· Scheduling and co-coordinating induction sessions of new employees
·  HRIS (Human Resource Information System)
· Training programme attendance updation.
· Training Management System administration.
· Training Management System upgradation.
· Send training invitations for the programmes.
· Training logistics support Internal/External
Achievemnts:
· Got Best target achiever award at Bosch in 2011
· Best vendor relation performance award in 2012
PROJECTS
· Project in Finance in Bosch Ltd. On “Accounts Receivables and Financial Ratios” for 1months in Bangalore.
· Project in Retail in PYRAMID retail outlet in Nagpur in 2008
· Project in HR in YES Bank on “Cause Of Absenteeism” in Nagpur in 2007 for 2 months

Extra-Curricular Activities
· Participated in Blood donate camp in 2012
· Participated in Dance competition in Manipal Press company and won 2nd prize at city level
· Won 3rd prize in Quiz competition at Bosch Ltd in 2010
· Managed programme of Bosch group family day in 2011
· Participated in inter- collegiate youth Fest 2005 dance competition.
· Played volleyball tournament at school level annual. and won the 3rd prize
· Project with AD Mark company in promotion of Bajaj bikes in 2005 for 2 weeks
· Project with AD Mark Company in MTV Fashion show in 200 for a week
SCHOLASTICS
	COURSES
	BOARD/UNIVERSITY
	PERCENTAGE
	SPECIALISATION
	YEARS

	M.B.A
	Dayanand Sagar Institution, Bangalore
	73 %
	HR & Finance
	2008-2010

	B.B.A
	Nagpur University, Nagpur
	75 %
	HR & Finance
	2005-2008

	HSC
	I.C.S.E. Board
	60 %
	Commerce
	2003-2005

	SSC
	I.C.S.E. Board 
	70 %
	Commerce
	2003


 PERSONAL DOSSIER
· DOB --------------------06/05/1986
· Marital Status -------- Married
· Sex --------------------Female
· Languages --- English, Hindi, Bengali,Marathi
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