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CAREER OBJECTIVE:                    

Looking forward to build a good career in a reputed organization by performing well in a challenging atmosphere.

PROFESSIONAL SYNOPSIS:
· Havingaround5 yearsof experience (including 3 years of Gulf experience) in Human Resources with Effective communication, interpersonal and organizational skills.

· Strong experience in working closely with well-known global companies like Qatar Islamic Bank, Commercial Bank of Qatar, Huawei, Mashreq Bank, Al Jazeera Sports/BeIN Sports, Microsoft, Qualcomm, Intel, IBM, Intel, Ashgaland many more.
· Holding international and multi-culture experience of global standards in multiple domains(Banking, Information Technology, Telecommunications, Media, Customer Care and many more).

· Perform diverse assignments concerning administration, staffing and talent management, compensation, Employee Engagement, Exit Formalities.

· Strong market knowledge with respect to recruiting and an excellent track record of achieving targets creating a team work environment to enhance productivity & negotiation skills.
WORK EXPERIENCE:

MOMENTA GLOBAL


As HROfficer(Aug 2012 – July 2015, Doha)
Roles & Responsibilities:
· Complete HR & Admin activities
· Collection of documents for visa process of new joiners

· Verification of documents

· Onboarding of new joiners (Relocation, travel and hotel booking)
· Induction and training arrangements for new joiners
· Coordinating with PR Dept. for visa processing & other legal issues
· Following up with line managers and department heads regarding manpower movement such as transfers, promotions, placement of temporary staffs.

· Accommodation and travel arrangements for new employees

· Opening bank accounts, Issuing ID cards,salary certificates and salary advances
· Processing leave request& final settlement
· Responsible issuing contracts

· Issuing Insurance and health cards to employees
· Managing and updating of MIS (HRIS) on Greytip (HR software)
· Making Local Purchase Orders (LPOs)
· Creating& updating employee files

· Issuing offer letters, warning letters and termination letters
· Coordinate with Accounts department for payroll processing
· Handling exit formalities (Visa cancellation, exit interview, cancellation of insurance cards, repatriation ticket booking)
· Contact person for HR issues/queries for clients & employees
· Publishing job advertisements (in newspaper & social networking sites)

· Timely reporting to HR Head on day to day HR activities
· Managing a team of 3 Assistant HR Officers
· Client management, vendor management and employee/candidate management
· Manage local & overseas recruitment
· Manpower planning and building recruitment strategies
· Sourcing and screening profiles from different sources (Job portals, Linkedin, Referrals and from recruitment agencies)

· Coordinating with vendors/Recruitment agencies for recruitment

· Preparing Job Descriptions and sharing with the applicants & vendors

· Getting feedback and update from clients on recruitment

SPECTRUM CONSULTANTS INDIA PVT.LTD.


As Associate Consultant (Sep 2010- July 2012, Bangalore)
Role & Responsibilities:

· Recruitment, Administration&Coordination activities
· Successfully managed full recruitment life cycle independently, including Screening, Coordinating Technical Interviews, Salary Negotiation, Offer (Complete Documentation) and Closure of candidates.

· Sourcing best talent from internal database, personal/professional references, employee’s referrals, networking sites e.g. LinkedIn, Job boards.
· Screening of Resume according to given Job descriptions & discuss with Hiring manager/Delivery manager, and timely delivery of resources, Mapping skill sets with the Market Intelligence for the companies and to source the required profiles to match. 

· Taking HR Interview (Telephonic and Personal) in order to assess the candidates Suitability, Attitude, Academics and Professional qualifications, Experience, Communication skills etc.  
· HandlingEnd-to-End Offer process [Complete Documentation] and ensure the offer reaching the resource in a stipulated time&Post Offer Follow Up with the candidate to ensure timely Joining.
· Issuing ID cards to on rollemployees, verification of documents, taking feedbacks (from candidates and clients)
· Generating reports (monthly, quarterly & annual), Creating and maintaining trackers and making presentations and coordinating recruitment activities, scheduling interviews.
· Well versed with recruitment & its supportive tool- HireCraft, Taleo, GOM.
· Supervise the exit interview process and share corrective measures/feedback with the client to improve retention and address employee issues/concerns. Supervising the process of offer roll out to the candidates.

· Negotiating and implementing the compensation & benefits activities-salary, bonus, incentives, annual and intermediate salary hikes of the employees including communication to employees on this matter.
Relationship Management (Client and Candidate):

· Developing a strong network with Professionals in IT and Non –IT Industries so as to get more leads and information sourcing for the right candidates.

· Creating, maintaining and updating the database for different skill sets.

PROJECTS:

· A Study on effectiveness of Performance Management System.
(WeP Peripherals (a division of Wipro), from Jan 2010-March 2010).
AREA OF INTEREST:

· Human Resource Management
· Recruitment/Administration/Coordination
EDUCATIONAL QUALIFICATION:

· MBA (specialized in HR), full-time from T John Institute of Technology (affiliated to Visveswaraya Technological University) with 64% - 2010
· B.Com from St. Philomena’s Collegewith 62% - 2008
PERSONAL STRENGTH:

· High energy level
· Planning ability

· Decision  making skills

· Ability to work with others
TECHNICAL SKILLS:

· Basics in Computers
· MS Office
· Tally
PERSONAL DETAILS:



D.O.B

:  03-03-1987

   Sex

 :  Male


Marital Status         :  Single


Nationality              :  Indian
    Visa Status               :Visit
      Languages Known    : English, Hindi and Urdu
OTHER ACTIVITIES & HOBBIES:
· Sports

· Listening to music
DECLARATION:
I hereby declare that the above given data is true to my conscience.

Date:

Place:
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