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HR Officer / Recruiter
HR professional with 4 years of experience as HR Officer and 2 years of experience as Senior Technical Support Executive, for fortune 500 companies across diverse industries.

Extensive background in HR generalist affairs, including experience in employee recruitment, new employee Orientation & On-Boarding, Medical & Life Insurance administration, preparing official letters including offer letters, salary certificates, HR records management, HR policies development and conducting employee satisfaction surveys, Employment reference verification, & employee relations.

Demonstrated success in creating personnel forms, writing process manuals, and management reports.
Skills

	Excellent communications skills 
Creative Team Leadership

Dedicated Team Player
Focus on Quality database
	Focus Salary Survey & Research

Development of Training Materials 

Plan, Organize & Implement
Effective Time Management 


Recent Awards

Award of Excellence for Customer Satisfaction & Consistent Performance (Nipuna Services Ltd, India), 2004
Awarded for providing Moral Support to Autistic Children (Deyaar Development PJSC - Dubai), 2009
Professional Experience
avtar career creators|bangalore|india HR consultant, 07/2014 – 11/2014


AVTAR Career Creators, one of India’s premier talent strategy consulting firms, with a 100% track record of candidate-job fit. Started in the year 2000, AVTAR represent some of the top corporate in India, Middle East and Pacific Rim and have over 10,000 successful placements. AVTAR a preferred HR service provider to over 250 leading corporate across industries such as BFSI, IT, Telecom, Retail, ITES, Manufacturing, Infrastructure and Consumer Electronics. 
Key Responsibility Areas & Summary of my work:
Domains worked on: Retail, Telecom, Insurance, IT, and BFSI

Clientele: Landmark Group (KSA / UAE / India), Exide Life Insurance, Hypercity, Prudential Insurance UK, and Scope International (Standard Chartered Bank).

· Working as Direct Hire Recruitment Consultant providing manning solutions at all levels (Senior, Junior, Middle level)

· Strong experience in sourcing profiles from various sources like Social Networking Sites (like Linkedin, Facebook etc), Job Portals (like Naukri, Monster, TimesJobs, Shine etc) Employee referrals, Vendors etc.
· Experience includes Full recruitment life cycle implementation (Sourcing, Screening, interviewing, scheduling interview with client), salary negotiations, networking and Head hunting.
· Advertising vacancies appropriately by drafting and placing adverts in a wide range of mass mailing. 
· Maintaining and updating the recruitment database.
· Client Management: Interacting with the clients on a regular basis. Taking feedback from the client and maintain the qualitative process to ensure the best of the candidates are placed. 
· Candidate Evaluation: Evaluating candidates according to the experience and requirement. Assessing in terms of role, career band and compensation.
· Negotiation and Offers: Offering the candidates as per the salary structure, negotiation and fitment. 
· Adhering to the SLA's throughout the complete recruitment life cycle.
· Leadership skills in managing Employees and developing them.
Training Programs Attended (sourcing):  Naukri | Monster | TimesJobs
Det Norske Veritas AS – Dubai, UAE --- HR Officer, 03/2011 to 07/2012 


DNV (Det Norske Veritas) started in 1864 established in Norway. It provides classification and technical assurance along with software and independent expert advisory services to the maritime, oil and gas, and energy industries. Also provide certification services to customers across a wide range of industries. Operating in more than 100 countries, our 16,000 professionals are dedicated to helping our customers make the world safer, smarter and greener. Key Responsibility Areas & Summary of my work:

Employee Records: 
• Maintain and upkeep personnel files for all units in DNV Middle East with confidentiality. 
• Ensure all employee records are up to date.
• Prepared a checklist to ensure that all employment documents required are attached and   updated in the employees’ personal files. 
New Employee Induction:
• Responsible for induction of new employees into the organization. Always seek to ensure that all new employees are integrated into DNV in an effective way.
• Prepare offers/contracts for new employees. Ensure they are duly signed. 
• Add the employee on the system and create personnel file.

• Ensure that IT, procurement departments and relevant staff in the unit is pre-informed about the new employee joining date.
• Facilitate the necessary visa process for the new employee through the PRO. 
• Pass on the salary information to Accounts. 
• Conduct a short orientation presentation for the new joiner either face to face or remotely to create general awareness about the local practices.
• Face to face introduction to other staff wherever possible.
• Follow-up end of probation periods and prepare necessary confirmation or termination letters.
• Liaise with Regional Management Team, Area Managers, Country Managers, Head of   

  Departments, and Head of Sections, Group Leaders, and Employees.
Medical & Life Insurance administration:
• Enrolling new employees and dependants on to the policy and Deleting resigned employees in a timely manner. 
• Checking the quarterly invoices with accuracy for the insurance and ensuring the joiners and leavers are updated and the premium adjusted as per the advised dates & follow up with the finance department for settlement of invoices.
• Assist employees in problems with pre-approvals or claims as and when necessary.
• Follow up on excess coverage certificates for employees, and for them to do the necessary tests in order to be covered for the Group Life policy.
• Preparing yearly salary update for the life insurance policy.
• Organizing quarterly presentations by the insurance agents for the employees to have the knowledge about the benefits. 
Facilitate Visa process:
• Act as a single point of contact for the employment & visit visa requests. 
• Facilitate the visa application through the PRO and ensure timely completion of the process through close follow up.
• Keep the relevant staff updated during the visa process and seek clarifications as and when necessary.
Salary Certificates & other letters (English & Arabic):
· Drafting salary certificates, NOC’s, employment certificates and experience letters for employees. 
· Co-ordinate employee exit formalities.
· Inform relevant departments about the last day of employment of the employee.
· Inform the exiting employees & line managers about the exit formalities and DNV property to   be returned on the last day as well as the visa formalities taken care of.

Achievements:

• Initiated out of interest and started helping my manager in recruitment (coordinating with the candidate and the hiring manager and the HR manager and scheduling interviews and doing reference check).
• Initiated in preparing the confirmation report template.

• Prepared operating procedure document for Visas, thereby sharing knowledge with the employees.

• Organized existing and resigned staff personnel files. 
· Efficiently conducted PES, ESS surveys for all employees across Middle East.
· Actively involved in Employee Annual Appraisal - preparing, checking, and distribution of Salary increment / Bonus Letters with confidentiality.

Deyaar Development PJSC-Dubai-UAE| HR Officer - 02/2007 to 06/2009


Deyaar known as Global real estate was established in November 2004 was a subsidiary of Dubai Islamic Bank. 
Key Responsibility Areas & Summary of my work: 
· Employment Visa Management | Employee Induction | Employee Grievances| Employee Confirmation | Payroll
· Handled by a team of four members, As an HR Officer I worked on Oracle HRMS software for entering an employee on the system for payroll, leave management, retrieve employment history etc. 

· Performing administrative functions such as drafting official letters like Salary Certificate, Salary Transfer Letter, Confirmation Reports & Letters, Experience Letter, NOC for travel etc both in English & Arabic.

· Handle Insurance policies (then 300 employees) for existing & new employees’ thereby organizing orientation for employees to have the knowledge about the benefits.Calculating & preparing payments accuracy of invoices issued by the insurance agency thereby taking required approvals & follow up with the finance department for settlement of invoices. Preparing monthly reports on claims usage.

· Leave Management: Liaise between different departments as well as between Heads of Departments.

· Ensures that personnel files are established for newly hired staff and maintains the same with confidentiality. Further, prepared a checklist to ensure that all employment documents required are attached and updated in the employees’ personnel files. 

· Preparing General Pension & Social Security Authority, a pension deduction monthly report in Arabic for UAE Nationals.

· Assists in executing human resource support activities and accomplishing tasks assigned.

Achievements:

· Initiated in doing a quality check for the details entered on the oracle database.

· Initiated in organizing personnel files, passports procedures, leave management.

· Prepared document process manual for enhancement of procedures to be carried in absence of an HR Officer in HR department and for new employees on board (trained two employees on the same).

Nipuna Services Ltd (Satyam Computers), Hyderabad, India 


Senior Technical Support Associate, 11/2003 to 08/2005
A subsidiary of Satyam Computer Services Limited, Nipuna provides end user support to Fortune 500 hundred companies through out the world. Have 2 years of Experience in giving level 1 contact support to American, British, and Japanese customers. I worked as a Senior Technical Support Associate to UK & US based Company “Elsevier. “
Key Responsibility Areas & Summary of my work:

· Attending inbound calls from US, UK, Hong Kong clients and helping them to get connected to internet via VPN system, Microsoft Outlook 2003/software issues, printer setup,   granting permissions to access file servers in Microsoft Exchange Server. 

· Handled irate customers and respond to phone and email inquiries by logging every incoming query & solving the query within a given stipulated time. Provide process training, coaching, mentoring, to associates on board. 
· Microsoft Outlook & Express Account creation and password resets of various applications like Delta, PTS3 (Production Tracking System), RAS/VPN, Network accounts. Configure Outlook and trouble shoot outlook issues by remotely accessing client’s computers. Sending and uploading server related service announcements on the client’s side using FRONT PAGE application. 

Technology

	Software:
	Photoshop,  MS Office (Word, Access, Excel, PowerPoint), all the version of Windows operating system, Oracle Peoplesoft HRMS, PARTNER Application

	Web/Multimedia:
	C, C++, Java, Visual Basic, Cobol


Education

MBA - SIKKIM MANIPAL University.

(Currently pursuing – Expected by 2016).

Bangalore University 
Bachelor of Computer Application, 2003
· Major: Computers  l  Minor: English  l  Graduated with high honors – 67%
Personal Profile

Date of Birth:
19th September 1982

Nationality:
Indian

Marital Status:
Married 

Languages Known:  
English, Hindi, Urdu, and Arabic 

Hobbies:
Traveling, Music, Reading 

Strengths:

    Positive attitude, Honest, Fast Learner

Drivers License: 
     Valid UAE Driver’s License 
                                    Issue date: 14 September 2008
Visa Details 
               Visit Visa
Reference available on request  
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