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 Seeking Assignments in HRM & Administration with a growth oriented organization.                                                       
Work Experience:                                                                                            

· Working as a “Recruitment Officer” for Ghaya Grand Hotel (5* category). 
(Working under Egyptian Management team 1000 Rooms, Studios, Apartment & Suits with 12 outlets 420 staff’s) Free zone Visa.
Develop and Execute Recruiting Plans
· Develop and execute recruiting plans.

· Network through industry contacts, association memberships, trade groups and employees.

· Coordinate and implement college recruiting initiatives.

· Administrative duties and recordkeeping.

· Work with hiring managers on recruiting planning meetings.
· Create job descriptions.

· Lead the creation of a recruiting and interviewing plan for each open position.

· Efficiently and effectively fill open positions.

· Conduct regular follow-up with managers to determine the effectiveness of recruiting plans and implementation.

· Develop a pool of qualified candidates in advance of need.

· Research and recommend new sources for active and passive candidate recruiting.

· Build networks to find qualified passive candidates.

· Post openings in newspaper advertisements, with professional organizations, and in other position appropriate venues.

· Utilize the Internet for recruitment.
--Post positions to appropriate Internet sources.
--Improve the company website recruiting page to assist in recruiting.
--Research new ways of using the Internet for recruitment.
--Use social and professional networking sites to identify and source candidates

· Locate and document where to find ideal candidates.
· Aid public relations in establishing a recognizable “employer of choice” reputation for the company, both internally and externally.

· Communicate with managers and employees regularly to establish rapport, gauge morale, and source new candidate leads.

· Create contacts within industry.

· Attend local professional meetings and membership development meetings.

· Maintain regular contact with possible future candidates.
Coordinate and Implement College Recruiting Initiatives

· Coordinate college recruiting initiatives.

· Attend career fairs for recruiting and company recognition.

· Develop working relationships within colleges to aid in recruiting.
· Give presentations at colleges, attend student group meetings, and increase college awareness of the company before and after career fairs.

Administrative Duties and Record Keeping

· Manage the use of recruiters and headhunters.

· Review applicants to evaluate if they meet the position requirements.

· Conduct prescreening interviews.

· Maintain all pertinent applicant and interview data in the Human Resources Information System (HRIS).

· Assist in performing reference and background checks for potential employees.

· Assist in writing and forwarding rejection letters.

· Assist in interviewing and selecting employee’s onsite.

· Assist in preparing and sending offer packages.

· Assist in preparing and sending new employee orientation packages.

· Perform other special projects as assigned.
· Worked as an “Human Resources Coordinator” for Beach Hotel Sharjah (UAE), Sharjah Carlton Hotel, Golden Beach Motel and Nova Park MH Groups of HOTELS (3*+4*+5* category) since Nov 2011 till April 2015. (Worked under Arabic Management team 700 Rooms & Suits with 13 outlets 400 staff’s) Labor Visa.
· Coordinates all employees and labor relations activities within the hotel to ensure compliance with the law. 
· Reviews hotel manpower requirements and makes recommendations on selection and development activities to meet manpower need.   
· Acknowledges, reads, screens and forwards job applications to applicants and

Department Heads in a timely and professional manner

· Assists Department Heads in recruiting activities

· Maintains complete and accurate employee files

· Coordinates insurance, vacation, holiday, sick pay, etc. and honors requests

· Counsels employees, maintains good rapport with all of them.

· Handles requests around transfers

· Handles vacation applications for all employees

· Prepares and distributes all departmental correspondences 

· Updates regularly all computer records

· Confidentiality to be maintained at all times.

· Assists the PRO whenever necessary

· Keeps a track of passports, Visas and work permits’ expiration on a monthly basis

· Maintains employees’ record up to date.

· Prepares clearance reports/final payments for the departing employees

· Handles all bank loans, consulate, traffic, bills, letters, etc. for the staff.

· Arranges tickets for staff leaving on their vacation/new employees/departing employee in accordance with their entitlements.

· Handles business trip ticketing for the management

· Keep in touch with the in house Doctor in case of any emergency or consultation requirements.

· Handles all the staff lockers and attend to any maintenance requests.
· Weekly 04times in a month doing as a Duty Manager

· Arranging papers for the medical & take staff’s for the medical checkup

· Attending to morning briefing 

· Taking care of Annex queries 
· Worked as an “HR Executive” for The EliteRoyale Hotels (5* category) from March 2010. (450 Rooms with 03 outlets worked with 290 staffs).
Responsibilities
· Recruitment, Joining formalities: Responsible for entire Recruitment process -  Preparing competency mapping, identification of manpower needs, screening profiles (using job portals, job posting, employee referral, career sites),  Interview process (Telephonic/ Preliminary/HR/Test) , Background verification, Salary negotiation, Offer, Appointment & confirmation letter, Joining formalities.

· Induction/Orientation Program: General Briefing about the company policies and procedures, Introduction to the relevant HOD and staff members. Taking charge of Opening bank account, Email ID creation, ID card for newly joined employees.
· Responsible for allocating duties, Shift planning and monitoring.

· Attendance & Leave Administration: Responsible for Time office proceedings including monitoring and preparing attendance, Disciplinary Activities, Leave allotment and Comp-off.

· Payroll process: Responsible for Payroll process calculating attendance, Incentive, Overtime, Advance, Leaves, Absent, Late coming, IT, ESI, PF and PT.
· Performance Appraisal: Responsible for 360 degree performance appraisal (self & dept head in the organization), follow-up with the employees to complete the appraisal forms, gathering details & reporting, preparing post appraisal salary Hike letters, Promotion/demotion/transfer letters and issuing to the employees.
· Training Programme: Coordinating for Training identifications, sessions and scheduling, Generating feedback of training programs, measuring training effectiveness, preparing skill matrix and maintaining training records.

· Staff Welfare & Safety: Ensuring and providing welfare. Responsible for ensuring work safety and providing safety articles.
· HR Policies: Evaluate, suggest and implement the appropriate HR policies. And prepare the organizational chart and departmental objectives.

· Responsible for employees’ motivation and grievances handling.
· Responsible for reducing recruitment cost and retaining employees.
· Exit Formalities: Responsible for the Exit interview process and full & final settlement
· . (Relieving/Termination letter, Experience letter, Salary certificate, Gratuity, PF).
· Managing healthy industrial relationship. 
· General Admin: Responsible for Issuing the circular, Scheduling meetings & preparing minutes, House Keeping, Cafeteria, Library, Visiting card and Security system.
· Worked as a “HR Officer” for Metropolitan Hotel in Dubai (ALHABTOOR GROUP) 
5* category from   July 2008 to March 2010. (Mixed Management team with 520 rooms & suits with 09 outlets worked with 440 staffs) Immigration Visa.
Responsibilities:

Recruiting Candidates; Offer Letter; Staff Alternation; Salary certificate; Confirmation Letter ;Resignation & Termination Letter; Final Settlements; Benefits & Compensation; Transfer Letter ;NOC Letter; Performance Appraisals; Insurance & Health Cards; Recruitment Expenses; Name Badges & Identity cards; Manpower planning; Coordinate visa & passport requirements; Guarantor & Gratuity; Leave Application & Leave Resumption; Disciplinary Action Letters &  Incident Report ;Cross Training  & Certificates; Medical forms; Booking Air Tickets & Transportation Arrangements; Dubai Police; Scheduling meetings & Preparing for Projects; Maintain the documentation; Co-coordinator with Hod's;Maintaining all rank & files of employees; Committees in planning, organizing and implementing employee sports, social and welfare activities; Induction for all newly joined employees 
· Maintains and enhances the organization's human resources by planning, implementing, and evaluating employee relations and human resources policies, programs, and practices.
· Maintains the work structure by updating job requirements and job descriptions for all positions.
· Maintains organization staff by establishing a recruiting, testing, and interviewing program; counseling managers on candidate selection; conducting and analyzing exit interviews; recommending changes.

· Prepares employees for assignments by establishing and conducting orientation and training programs.

· Maintains a pay plan by conducting periodic pay surveys; scheduling and conducting job evaluations; preparing pay budgets; monitoring and scheduling individual pay actions; recommending, planning, and implementing pay structure revisions.

· Ensures planning, monitoring, and appraisal of employee work results by training managers to coach and discipline employees; scheduling management conferences with employees; hearing and resolving employee grievances; counseling employees and supervisors.

· Maintains employee benefits programs and informs employees of benefits by studying and assessing benefit needs and trends; recommending benefit programs to management; directing the processing of benefit claims; obtaining and evaluating benefit contract bids; awarding benefit contracts; designing and conducting educational programs on benefit programs.

· Ensures legal compliance by monitoring and implementing applicable human resource federal and state requirements; conducting investigations; maintaining records; representing the organization at hearings.
· Maintains management guidelines by preparing, updating, and recommending human resource policies and procedures.

· Maintains historical human resource records by designing a filing and retrieval system; keeping past and current records.

· Maintains professional and technical knowledge by attending educational workshops; reviewing professional publications; establishing personal networks; participating in professional societies.

· Completes human resource operational requirements by scheduling and assigning employees; following up on work results.

· Maintains human resource staff by recruiting, selecting, orienting, and training employees.

· Maintains human resource staff job results by counseling and disciplining employees; planning, monitoring, and appraising job results.

· Contributes to team effort by accomplishing related results as needed.

· Worked as a “HR/Admin Sr.Executive” for Verity Technologies Private Limited in Bangalore from Sep 2004 to July 2008.
Responsibilities
Recruitment – End to end process:
Performance Appraisal
Training Co-ordination
Calculating and maintenance of Employee Database system
Wage and Salary Administration.

Resolving Employee related Grievances
                    
Employee Safety and Welfare:

Academic Qualifications:                                                                                            

· MCA from NATIONAL INSTITUTE OF MANAGEMENT, with 72% in the year 10th Dec 2007, Bangalore. 

· BDA Specialization in HR from NATIONAL INSTITUTE OF MANAGEMENT, with 72% in the year 11th Sep 2007, Bangalore.

· Bachelor of Arts from NATIONAL EVENING COLLEGE Bangalore University in the year 2005, Bangalore.
IT Skill Set:                                                                                             

Software Testing
: Manual & Automation.

Automation tools
: QTP, Win Runner, Test Director, Silk Test, Load Runner.

                                    (Good Knowledge in SDLC & STLC. Good Knowledge in Test Case 
                                    Preparation, Bug Tracking & Reporting. Good Knowledge in Quality   

                                    Standards like ISO, CMM & Six Sigma).                 
Operating Systems
: Windows, DOS, Outlook express and Internet concepts.
Packages

: Ms-Office (MS Word, Excel, PowerPoint), Tally 6.5

Typing
                       : Senior in English & Kannada 

Strengths & Competencies
:                                                                                             

· Quality oriented mind setup; Good Communication Skills and drafting Skills; Creativity; Good judgment Skills.

· Strong Leadership qualities, Co-coordinating activities, Cost effective working, Style, Love to travel extensively, Dynamic, Creative & Optimistic in nature.

PERSONAL PROFILE:                                                                                             

Date of Birth 


: 12th June 1984

Gender/Marital Status

:  Female/Married
Languages Known
           :  English, Hindi, Kannada, Tamil, Malayam and Telugu
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