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HR PROFESSIONAL 
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EXECUTIVE PROFILE

· An adroit professional with 7 years experience in HR. 
· Management Graduate specializing in Human Resource, with exposure to various national and international case studies. Possess good theoretical knowledge of Performance Appraisal and Compensation planning
· Demonstrated ability in handling a gamut of activities such as Recruitment, Induction, Employee affairs, Manpower Planning

· Proven acumen in administering personnel management functions such as Payroll processing, Salary administration, Leave management, and Attendance monitoring

· Possess very strong knowledge of Mining Act, Workman Compensation Act,  Trade Union Act, Industrial Dispute Act, Labour Laws etc.

· Effective communication, analytical, organizing skills blended with interpersonal, problem solving and people management ability
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PROFESSIONAL EXPERIENCE 

NAVATA ROAD TRANSPORT, VIJAYAWADA, A.P.

                                    Mar 2013-Dec 2013
Executive-HR  
· Plan and manage recruitment and selection of staff
· Supporting in completion of job application materials and documents, and preparation of employment interviews and tests.
· Plan and conduct new employee orientation
· Counseling applicants and employees on rules, policies, benefits, procedures and growth opportunities
· Identify and manage training and development needs for employees
· Develop and implement human resources policies and procedures
· Administer HR policies and procedures
· Administer employee discipline processes
· Preparation of monthly Performance Status Reports to Senior Management

· Conducting with and advising management and supervising human resource issues; investigating human resource related problems and making recommendations to the organization
· Conduct exit interviews
ANAND GRANITE EXPORTS PVT. LTD., CHIMAKURTHY, A.P.

        Aug 2008 – Mar 2013
Personnel Officer

· Administering HR & IR functions of the organization with a manpower strength of 370 on roll and 100 off roll employees

· Spearheading recruitment operations, Gathering manpower needs from functional heads and sourcing resumes

· Conducting initial screening interview and scheduling potential candidates for further round of interview with functional heads

· Handling Time Office functions involving Attendance Monitoring, Leave Management and Over Time calculation

· Processing payroll, preparing salary statements and coordinating with bank for timely credit of employees' salary

· Filing of Statutory Returns and Forms under Labour laws, EPF Act, ESI Act, Employment Exchange Act, Contract Labour Act, Industrial Dispute Act, Labour Welfare Act, Minimum Wage Act, Payment of wages Act, Payment of Gratuity Act, Payment of Bonus Act etc. 

· Liaising with various statutory agencies, autonomous bodies and Govt. departments  for various compliance related issues

· Complying with various rules, regulations and guidelines issued by various Government bodies, Autonomous agencies and Statutory authorities

· Addressing grievances raised by employees and resolving all issues at the earliest possible time to maintain trouble free working atmosphere. Handling disciplinary proceedings and taking action against erring employees

· Implementing various security measures to ensure safety of labourers, material, facilities by taking concrete steps to prevent fire, burglary, pilferage and other damages

· Initiating employee welfare measures & maintaining cohesive working environment to improve employee motivation and retention rate

· Defining policies and framing personnel strategies to adhere with organizational policy at every level

· Coordinating with insurance companies for availing Group Medical Insurance Scheme and Group Personal Accident Insurance Policy for employees. 
BOB TECHSOLUTIONS, HYDERABAD





       Oct 07 – Jul 08

HR Executive 

· Interacted with Team Lead to understand the requirements and sourced resumes from job portals, internal database and networking sites

· Conducted initial screening for candidates and scheduled potential candidates for interview with clients

· Acted as facilitator between candidates and clients in key issues like Compensation, Joining Date and other terms. Followed up candidates closely till coming on board with client organization

· Maintained excellent rapport with clients to receive continuous requirement and thereby generate more business for the organization

SPECTRAFORCE TECHNOLOGIES, SECUNDERABAD



     Jun 06 – May 07

Associate Recruiter (US Staffing)

· Experience in Full life-cycle of Recruitment (Analyzing requirements, sourcing profiles, screening resumes, short listing candidates, negotiating rates, scheduling and organizing interviews with candidates and closing of candidates)
· Recruited viable candidates for different type of technical requirements and non- technical requirements like clinical and  functional requirements 

· Recruited US Citizens, Green Card holders, H1B and  EADs on  corp-to-corp, 1099, W2 basis for Contract, Contract-to-Hire and Full time positions
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ACADEMIC CREDENTIALS

Master's Degree in Business Administration (HR & Marketing)

Andhra Loyola College, Nagarjuna University, 2005

Bachelor's Degree in Computer Application

Andhra Loyola College, Nagarjuna University, 2003

Advanced Diploma in Human Resource Management

Ajax Management Consultants, Bangalore, 2009
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PERSONAL DETAILS

Date of Birth
: 22nd January 1982

Languages
: English, Telugu, Hindi

