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CAREER OBJECTIVE

To pursue a career which is dynamic, challenging and which will help me to grow and realize my talent and potential both as an individual & a professional, to work with commitment and prove to be an asset to the company. 
PROFICIENCY FORTE
	· HR Management
	· Personnel Management

	· Recruitment / Selection
	· Training & Development

	· Performance Management
	· Employee Counselling

	· Customer Relationship Management
	· Team Management


Summary
·    An experienced Human Resource/Recruiting Personnel with a comprehensive and strategic understanding of HRM, business and technical issues and organizational change. Able to devise and implement coherent HR strategies whilst improving internal processes and procedures within a demanding environment.
·    5 Years of professional experience in operational and strategic Human Resource Management & with a strong IT acumen.

·    Admirable skills in crisis management: patient and composed at all times with an ability to establish a personal equation and maintain excellent rapport with inter-departmental activities.
·    Assured interpersonal skills and communication abilities, flexible in working with schedule and processes, ability to multitask and adapt to constantly changing environment.
PROFESSIONAL EXPERIENCE

Align HR Consultancy - Dubai, UAE

Currently working as a Recruitment Consultant 
October 2014- Till Date 

· Helping clients to find suitable candidate to fill their vacancies.

· Involved with the marketing department to devise job adverts; placing adverts in relevant market journals and publications, job boards and local press.

· Making phone calls to candidates who are judged to be eligible; conducting phone interviews with prospective candidates.

· Describing the work duties, salary and benefits of a particular vacancy.

· Doing background checks and verifying the references, work experience and academic qualifications of applicants; Screening, testing and assessing candidates.

· Arranging interviews with candidates who have been short listed for a position and developing a relationship with interviewees. 

· Drawing up short lists of suitable candidates.

· Involved in negotiating the salary between the client and the candidate. 

· Attending job fairs on the company’ behalf, standing at a staff and talking with graduates and job seekers.

· Assisting applicants with their interview techniques.

· Attending meetings with clients at their offices.

· Ensuring the compliance of any temporary worker or contractor placed.

· Giving clients advice and guidance on appropriate pay rates, training and career development.

· Building own database of clients and contacts.

· Network to identify new business opportunities through utilizing our strong network and market experience. 

· Formulating and managing international recruitment assignments, specifically working on mid-career to senior level opportunities. 

· Ensuring each recruitment assignment is delivered to budget and to Client expectation.

· Communicating business pipeline to Managing Director and Recruitment Manager.
AL HAMEED EXCHANGE - Dubai, UAE

HR Executive 
(December 2012- October 2014)

· Assisting with the development and/or execution of HR related projects and initiatives;

· Ensuring an up to date knowledge and understanding of HR current practices

· Providing advice to Manager’s and employees regarding HR policies, employment legislation, issues and concerns to esure staff receive the guidance they need and are aware of the Company’s approach to HR matters and ensure
· Assisting with the recruitment process from Planning, sourcing, interviewing, Shortlisting, providing inputs to senior managers, recruitment plans, developing relationships with universities and other recruitment firms, collection of documents and induction. 
· Practices are consistent with Company standards

· Providing HR advice and support to grade 1­5 employees in Operations and grades 1­8 in Dubai;

· Dealing with day to day HR queries;

· Facilitating promotions & transfers for all personnel within the BU;

· Conducting employee orientations for managers as well as non managers across the BU;

· Conducting regular meetings with Dubai based staff, building relationships;

· Assisting Managers and staff by providing advice with regards to disciplinary actions, terminations, promotions and transfers

· Providingadvice to Managers and employees on HR issues / functions as well as advising them on policies and procedures;

· Developing a good working relationship with other departments;

· Providing a timely, professional and efficient service to all employees;

· Providing recommendations to the Human Resource Manager on improvements to the current systems, policies and procedures;

· Performing other duties as directed by the HR Manager / HR Business Partner.
Mphasis an HP Company – Mangalore, India
HR Assistant 
(Feb 2010 – July 2012)

· Preparing and reviewing employee requisitions, preparing post-interview documentation for management approval for new vacancies.
· Preparing job advertisements, liaising with approved recruitment agencies for supply of manpower and using job portals for recruitments.
· Coordinating recruitment cycle, including arranging interviews, interview logistics and related documentation.
· Assisting with staff orientation and coordinating with the relevant Manager/IT Dept. on other initial training.
· Distribution of Job Description.
· Creating and maintaining individual employee files & monthly staff analysis.
· Preparing Probationary reports, documentation for evaluation and ensuing actions.
· Monitor and maintain employee attendance, preparing weekly and monthly reports on attendance, handling leave management, issuance of staff ID cards.
· Coordinating in annual staff appraisal process. 
· Preparing offer letters, memos, increment, promotion, re-designation, transfers letters, termination, experience letters as per company policy and approvals by the higher management.
· Assisting in exit interviews for resignations and reports on trends to the senior management.
· Assist HR Manager on other general human resources and administration matters.
ACADEMIC CREDENTIALS
· Bachelors of Business Management, S.D.M College of Business Management, Mangalore, INDIA. 
RECOGNITION/AWARDS

· Received monthly summit award for best performance.

· Received best HR-Intern of the year 2012.
· Won laurels for Dancing and other extracurricular activities in District and State levels.
IT SKILLS.
Well versed in MS Office with excellent typing speed, Operating Systems: Microsoft Windows 2000, Windows XP, Internet, Visual Fox pro and Tally.
PERSONAL DOSSIER
· Birth Date: October, 6th, 1988
· Status : Single
· Nationality : Indian

· Visa Status : Employment Visa 
· Linguistic Abilities: English, Hindi.
· Hobbies: Chess, Writing blogs and Content Writing, Reading, Dancing, Travelling.
      DECLARATION: I hereby declare that the information given above is true to the best of my knowledge.

