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HR Executive- Recruitment & Employee Relations        
CAREER OBJECTIVE: 
To pursue a demanding HR Role within a reputed firm with the approach to take up responsibilities to accomplish organizational goals where in my skills and potentials are being utilized to the maximum; alongside focusing on the scope of enhancing my personal skills & gaining maximum knowledge during my tenure to contribute to the growth of the firm 
KEY SKILLS:
	    •  Recruitment & Retention
	    

      •  Benefits Administration


	   •  Pre Emp Medical verfication

	    •  Employee Relations
	      •  Orientation & On-Boarding


	   •  Background Verification

	    •  HR Policies & Procedures
	      •  Alternative Dispute Resolution (ADR)

 
	   • Induction for New Joinees


EMPLOYMENT HISTORY:
VISTEON CORPORATION, CHENNAI,INDIA – Nov 2011 to April 2015
HR Executive- Recruitment & Employee Relations
Reporting to: 
· Asia Pacific HR Director 
As Recruitment Executive, my major responsibilities are:
· Recruitment duties including liaising with recruitment Consultancies/ local newspaper establishments in placing job adverts were mandate;  
· Conducting Job Description Interviews and preparing Job Descriptions in liaison with Line Managers & Directors
· Working closely with department managers to assess temporary (buffer) man-power needs and providing the management with the same; 
· Travelling through out India for recruitment projects for conducting recruitment drive.
· Adding value to recruiting processes and cutting down on cost involved
· Preparing compensation fitment based on the market value & internal comparision.

· Communicating the offer to the candidate & ensuring the Date of joining.

· Conducting On boarding formalities for New Joiners.
· Verifying Pre Employment medical test & Background verification for New Joiners.

· Planning & Organizing Orientation training and Induction for all Employees.

· Handling End-to-End Recruitment process.
· Maintaining all employee HR files for statutory requirement.

· Organizing Asia Pasific HR director meeting on weekly basis.

· Preparing & submitting Asia Pasific Electronics product group reports on fortnightny

	Key Achievements: 

· Added Value to Applicant CV/ Resume screening process by preparing a standard Evaluation Report and grading the Resume based on the compatibility with Job Description
· Brainstormed a sketch/ flowchart to facilitate In-house recruitment & internal placements System by maintaining a systematic in-house CV Databank; Simultaneously this led to a development of Career Portal as well that facilitated External candidates all around the world to apply for positions. 


PROFESSIONAL SKILLS: 

· Job Description Interviews, Job Analysis & Evaluation- Expert

· Manpower Planning, Recruitment & Selection- Expert

· Grading & Compensation Structures- Intermediate

· Career Ladder Development- Intermediate

STRENGTHS:
· Excellent verbal & written communication skills

· Self starter, self motivated with strong professional ethics.

· Result oriented ,responsible & hardworking

· Dynamic ,enterprising, enthusiastic & well presentable

· Excellent convincing, negotiation &interpersonal skills

EDUCATIONAL HISTORY:

· BCA From Madras University,Chennai,India,2009

· MSW-HR from Loyola College,Chennai,India,2011

· DHRM from LIBA Business School,Chennai,India,2013

SEMINARS ATTENDED:
· Human Resources/Personnel Management
· Time Management
· Nasscom
References: Will be furnished on demand
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