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OBJECTIVE

A highly adaptable Human Resource professional with 5+ years of expertise in HR/IR skills like team work, flexibility, communication and interpersonal interaction, decision making, orientation of management modules and organization of Human resource to all organizations with exposure to India, UAE and USA markets.
DOMAIN SPECIALISATION

· Employee Payroll, attendance and gratuity calculations (UAE)
· Employee Induction, orientation  and exit formalities 
· HR Recruitment (End to End Recruitment) & Selection

· Employee engagement activities
· Employee Learning and Development
· Industrial relations

· Performance appraisals and performance management
· Labor laws (UAE/India)
KEY COMPETENCES:
· Communication skills-an exceptional listener and communicator who effectively conveys information verbally and in writing

· Organization skills-highly developed organizational and time management skills

· Multitasking-flexible  team player  who  thrives  in  environments  requiring  ability  to  effectively  prioritize  and  juggle multiple concurrent projects

· Dedication-willingness to walk the extra mile to achieve excellence
PROFESSIONAL SUMMARY
Isys Techworks


HR Generalist

         June 2014 to March 2015
Bangalore

· Monitoring and analyzing Employee daily and monthly time sheets through Microsoft Dynamics CRM (India and UAE)


· Receive, answer, respond and resolve employee query tickets come through Kayako Helpdesk software

· Perform Employee on boarding including induction, orientation and exit formalities
· Resourced  both  internal  and  external manpower; wrote  job  descriptions, evaluated  the  skills  required,  identified  the possible sources, recruited the best candidates
· Leave management including Keep a track of Sick leave and annual leaves
· Prepare monthly payroll including gratuity calculations based on UAE labor laws
· Maintain employee records, Appraisal information and executing performance appraisal in Microsoft Dynamics CRM
· Implemented and performed Employee Learning and Development effectively 
· Coordinate Day to HR administration and have a good knowledge of UAE labor laws
BMW India (Navnit Motors)

Sr. HR Executive
         March 2013 to April 2014
Bangalore

· Monitoring & forwarding of various statutory returns under factories act – EPF, ESI, PT including monthly and yearly returns

· Organizing Employee Training Through BMW-GQS (Global Qualification System) to employees

· Handling employee grievance effectively and also building employee relations

· Responsible for planning employee engagement including generating ideas from employees, organizing events in special occasions, organizing Indoor/Outdoor activities and managing rewards & recognition.
· Processing monthly, weekly HR payroll effectively including gratuity calculations
· Maintaining Attendance and Leave Registers of the employees.
· Processing Statutory and non-statutory compliances
· Coordinating and Arranging various Types of travel including National and International

· Initiating rewards & recognition programs and implementing incentive system for motivating Employees

· Conducting PMS (Performance appraisal) on yearly and half yearly basis 

· Processing Full and Final Settlement and ensure proper Employee Communication

· Maintained human resource audit and policies

· Rolling out offer letters for new Joinees, Taking care of new recruitments, Joining formalities, Induction process.

· Preparing MIS data as required by the Zonal team and CO team.
Object win Inc



Sr. HR Executive

  Oct 2010 to Feb 2013

Bangalore

Responsibilities Undertaken

· Monitoring & forwarding of various statutory returns under factories act – EPF, ESI, Preparing & presenting of weekly & monthly report

· Handling employee grievance effectively and building employee relations

· Responsible for planning employee engagement including generating ideas from employees, organizing events in special occasions, organizing Indoor/Outdoor activities and managing rewards & recognition.
· Processing HR payroll effectively 
· Maintaining Attendance and Leave Registers of the employees.
· Performed End to End Recruitment according to the requirements by sourcing various job portals and references
· Processing Full and Final Settlement
· Initiating rewards & recognition programs and implementing incentive system for motivating Employees

· Maintained human resource audit and policies

· Managing HR backend processes like maintenance of employee database, personal records etc

· Rolling out offer letters for new Joinees, Taking care of new recruitments, Joining formalities, Induction process.

· Preparing MIS data as required by the Zonal team and CO team.

· Handling exit formalities.

Caliber Hunt


HR Executive/Recruiter
       June 2009 to Sep 2010

Bangalore

Responsibilities Undertaken

· Maintained Candidates documents as softcopies & Hardcopies, record keeping

· Placed candidates in various sectors like IT& Non IT

· Post offer follow up with each candidate to ensure that candidate join positive


· Maintenance of all statutory record like, leave with wages

· Document verification and reference checks

· Maintained of all statutory compliance 

      
 (Like Attendance, Leave, Payroll, ESI, PF, Periodical returns etc)

· Industrial and legal services according the companies preferences

· Preparation of appointment letter for different categories of employment

· Responsible for the end-to-end recruitment cycle, handling a team of minimum 4-5 people.

· Doing the first level of screening i.e. Interacting with the candidates through phone to ensure the suitability, interest, communication, technical knowledge and fitment issue on the basis of the requirement


EDUCATION
· Masters degree in Human Resource management from Shri Devi Institute of Social work Mangalore University, India -June 2009
· Bachelors degree  in Social sciences from Vivekananda college Mangalore University, Mangalore, India, June- 2007
OTHER QUALIFICATIONS

Diploma in computer application (DCA) from KEONICS
COMPUTER COMPETENCE

Microsoft Dynamics CRM and Kayako HR Helpdesk
Excellent MS Office including MS Word, MS Excel and MS PowerPoint skills 

Strong Analytical & Reporting Skills using spreadsheet

PERSONAL INFORMATION

Date of Birth

: 28th October 1986

Visa Status                     : Visit visa 

Driving License

:  Valid Indian
Nationality

: Indian

Languages Known
: English, Hindi, Malayalam, Tamil, and Tulu
Reference: Would be provided on request

DECLARATION






I hereby declare that the above mentioned in formations are true and best of my knowledge

