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MBA (Pursuing)
HR PROFESSIONAL / HR GENERALIST
Objective

To seek placement within a reputed, progressive organization in the department of Human Resources, in order to utilize my skills, hands-on expertise & extensive knowledge to the benefit of the organization I will work for and the development of my entire self.
Personal & Professional Profile
· Six+ years of Experience as Senior HR Administrator cum Recruiter.
· Consistency in quality work and dedication
· Extensive and varied hands-on experience in different areas of HR activity - Monitor & control HR programs focused on improving staff Motivation. Co-ordinate on the recruitment. Excellent Communication skills, good organizational skills including multitasking, Effective Counsellor, Convincing skills, Customer Care Services. Having Experience Knowledge in SAP. Knowledge in UAE Labour laws.
Professional Experience

Human Resource
Recruitment:
· Responsible for the  recruitment process in the organization of both Gym & Salon
· Taking care of Salon Products, Making Orders with Vendors, billings, Salon Staff Mgt, Expert in Customers Care Service, Recruiting new staffs 
· Making competency matrix for pre selection of candidates
· Worked on Job Descriptions
· Screening & Short listing of Profiles
· Scheduling Interviews
· Competency Based Interview
· Coordinate on the staff Joining Formalities
· Conducting Drives, Walk Ins and personal interviews
· Conducting HR interviews to check the candidate's suitability for the requirement.
· Providing timely feedback to the client on their requirements and to the candidates on their interview
· Preparing and maintaining various MIS Reports like Tracker Sheet, requirement and offer reports, to be sent to delivery heads and top management.
· Responsible for mentoring new team members on the recruitment process and various active requirements
· Responsible for all aspects of the day to day running filing, copying, report writing and invoicing jobs.
· Responsible to handle the telephone enquiries
· Make daily work plan of seniors with proper timing
· Preparation of guidelines for Performance appraisals
· Co- ordination with head of departments
· Communication & Roll out of the performance appraisal & increment letters to employees
· Rating on the performance Appraisals and its consolidated reports
Key Responsibilities handled:
· Recruitment, hiring and employee relations in departments
· Maintaining Accounts & Bank Transactions 
· Documentation of reports with regards to PF,ESI, etc
· Utilize HRB to maximize efforts to screen, hire and maintain employee information.
·  Interpreting policies and procedures to ensure agency vision, mission and goals are achieved.
· Investigating and providing guidance on employee relations issues through progressive 
disciplinary process. 
· Keep current with employment law and HR regulations to ensure regulatory compliance.
· Counselling and mentoring employees and Management team to provide impartial determination to employee issues and to seek an effective resolution
·  Member of Strategic Management Team that aligned business objectives with employee
· Administering all benefits such as medical and dental, life insurance, 
supplemental life insurance, etc
· Responsible for monthly bills, vendor negotiation, assist employees with benefit changes, 
yearly open enrolment. 
· Analyzing and modifying benefits to be cost effective for the company and the best coverage for employees.
· Planning, developing and implementingcompensation
Salary/ Pay Roll:
· Calculation of salary, salary negotiations & follow ups
· Preparing the Salary Break up & Salary structure of New Engagements
· Salary Details for New Joins to be provided to the Accounts Department
· Processing of the Leave Management
· Non Standard Payments
· Final Settlement
· Handled Credit card transactions
Employee Relations/Grievances:
· Handling Grievances of Employees & Clients
· Counselling the Clients & Candidates
· Manage employee turnover
· Organizing cultural events & activities for Employees during festivals
· Monitor and Control HR Programs Focused on improving Staff Motivation
Compensation & Benefit
· Coordination & Administration of the Annual Salary Review Program
· Successfully Completed the Increment process for more than 200 Employees
· Assisted the HR Manager in conducting the Employee Satisfaction Survey at Mumbai Head office.
MIS Reports:
· Recruitment
· Leave Management
· New Engagements
· Maintenance of Staff Records
· Updating Records and Maintaining HR Data Base both in MS Office Excel & in S/w


Job profile 
· Hands on Experience in End to End IT Technical &Non Technical Recruitment.
· Expertise in Recruiting SAP Consultants Technical/Functional and other technologies for Contract staffing, permanent staffing, direct Client Requirements & Vendor Requirements.
· Experience in Leading a Team: 
Account-Vendor Management / People Management / Resource Management
· Got Employee of the Moment Award in a Short Period for the Best Performance.
· Hands on experience with job sites such as Monster, Naukri, LinkedIn, Face book for Vendor Management for contract requirements.
· Proactively building resume database for upcoming/highly potential requirements.
· High Proficiency on job boards & Boolean search strings techniques and responsible for Job posting/mass mailing etc
· Have got appreciation for successfully placing and recruiting candidates within a short span of time.
Paperwork and Documentation: Collecting relevant documents from the Employer and candidates such as Exclusivity-Pre Interview Agreement, Consultant Rider to Agreement, Professional Service Agreement.
· Responsible for maintaining up to date MIS reports & presenting in weekly meetings for updates.
Technology / Skills Handled in Recruitment
	Domain/Position
	Skills

	ERP
	Oracle Application Techno Functional, Oracle Application Technical and Oracle Application Functional, PeopleSoft HRMS, Financials, Global Payroll,
SAP CRM, SAP ABAP Technical, SAP Security, SAP Basis Administrator, SAP Functional MM, FICO, SD, PP, PM, PS, HR, QM, WM, SM/CS BI-BW, BOBJ

	Web/java Technologies
	JAVA, J2EE, Swing, Web Services, XML, MQ Series, Web Sphere, Web Logic, (JSP, Servlet, EJB), Core java, JDBC, Flex, Struts, Hibernate, Spring, 

	Microsoft Technologies
	C#, VB.NET, VB, ASP.Net, Web services,  SharePoint, Crystal Reports, .NET, SQL Server

	Open System
	C, C++, Perl, Solaris, Linux, PRO*C, Unix, Windows

	IBM Mainframe
	CICS, IMS, VSAM, JCL, DB2, COBOL, OS/390, OS/2

	DBA
	Oracle DBA, Sybase DBA, DB2 DBA, Oracle Apps DBA. Teradata DBA, SQL DBA.

	Non-IT
	Data Analyst, MIS Executive, Voice and Non voice Executives, Web Analyst, Testing Analyst, Process Associates, Accountants-Admin, Help Desk Engineers, Customer Service Associate, and Business development Manager.


Clients Handled
               Amazon, Sapient, Accenture,ATOS IT Solutions and Services Pvt. Ltd, IBM, Cognizant, L&T InfoTech, Financial Technology, Sonata Information Technology Limited, Berkadia, JMR InfoTech, Lion Bridge etc., 

Mar 2010 to Feb 2013 as HR Recruiter in Affiliated Recruiters 
Roles & Responsibilities:
· Calculation of salary, salary negotiations & follow ups
· Preparing the Salary Break up & Salary structure of New Engagements
· Salary Details for New Joins to be provided to the Accounts Department
· Processing of the Leave Management
· Non Standard Payments
· Final Settlement

Handling HR Admin works like maintaining Database of Employees, Tracking the Attendance, Scheduling the Interviews Follow ups etc.
Educational Qualification
· Master of Business Administration in Human Resource Management- MBA (Pursuing) - Bharathiyar University - 2015-2017.
· Bachelor of Computer Application - 58% From Maharaja Arts & Science NeelamburBharathiyar University (2000 - 2013) 
· HSC - Higher Secondary Course Certificate with 60% in 1999 K.G.MatricHr.Sec.School,Coimbatore
· SSLC - Secondary School Leaving Certificate Examination with 56% in 1997 K.G.MatriculationHr.Sec.School, Coimbatore Dist.
Computer Skills
Thorough Expert knowledge of MS Office Packages, Word, Excel, Power Point, MS Outlook & Internet   
Projects:
· "Stock & Maintenance" at Thiruna Network Solutions
	Professional  Strengths:
· Account Management
· Proven direct sourcing capability
· Candidate Engagement
· Volume Ramp up capability
· Ability to multi task & fight fatigue
· Planning, Leadership, Counselling
Date of Birth :  19th October 1981
Gender         :      Female
Marital Status:     Married
Linguistic Details:English,Hindi, Urdu,Tamil, 
Hobbies: Surfing, Gardening, mehandi Designing

	Achievements:
Has achieved "Employee of the Moment" award.
Successfully recruited Niche skills Professionals
Reason for Leaving: Career Growth
Notice Period: Immediately, ready to relocate
Visa status: Visit Visa 




Declaration
I hereby declare that all the statement made in this application is correct to the best of my knowledge and belief.
May 2013 - Nov 2014 as Senior.HR – Administrator Secretary, Peoples The Power Gym- Health Care Sector/Naturals beauty Salon Spa , Coimbatore.


Job profile & Achievements:





Mar 2010 to Feb 2013 as HR Recruiter in Affiliated Recruiters 


Roles & Responsibilities:








Jan 2011 to Feb 2012 as Senior HR Executive in Lead Learning


Roles & Responsibilities:








Feb 2010 to Dec 2010 as Senior Executive - Operations in Lexicon


Roles & Responsibilities:











