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RESUME

	Career Objective


 
Intend to build a career with leading corporate of suitable environment with committed and dedicated people, which will help me to explore myself fully, realize my potential and to contribute towards the growth of the organization by offering my sincere efforts.

	Professional Summary


I am MBA – HR with 6 yrs of experience, which includes Induction Programs professional experience in handling various HR process like Manpower Planning, Recruitments, Office Administration, payroll and maintained Accounts, Journal Entries and Recording Documents.
	Professional Experience



Working as SrHRGERNALIST and ADMINISTATOR in SUN SHADOW CONTRACTING LLC from NOV2009 to till date
Worked as HR EXECTIVE, and ADMINISTATOR in FUTURETECH(INDIA) from April 2007 to Aug2009

	Responsibilities for HR Gernalist


1. Completely handling all phases of the Recruitment Life Cycle.  

2. Creating job description for the existing openings.

3. Using job portals effectively.

4. Get the requirement from the Practice Head’s / Project Manager’s

5. Understand the project requirements and coordinate with the Sourcing Dept. to get profiles 

6. Working towards the quality and quantity of profiles committed to the project heads

7. Conduct the HR round of interviews for the short-listed candidates

8. Close / Negotiate offers

9. Handle Coordinate for the interviews with the technical panel

10. Employee reference checks

11. Maintain database of resumes
12. Upon selection, preparing Offer letters, Employment contracts. 
13. Coordinating visa formalities, travel arrangements, initial accommodation, and   infrastructure to be provided.
14. Fulfillment of joining formalities of the employees.
15. Bank account opening procedures to ensure salary transfer.
16. Maintaining personnel records of all employees.
17. Coordinate completion of probation evaluation and confirmation/extension of probation/termination of employees 
18. Input all employee data in the employee database (new employee, changes in employee status, resignations) 
19. Preparation of payroll for all employees. 
20. Overtime calculations and monitoring the attendance of staff.
21. Leave management of all employees, preparing leave salaries. 
22. Maintaining the rotational tracker, ensuring information to division heads on weekly basis, to plan Operations in accordance to availability of manpower.
	MIS Reports


1. Responsible for generation of HR MIS – weekly and monthly reports.

2. Maintain records and compile statistical reports concerning personnel-related data such as hires, transfers, performance appraisals, and absenteeism rates.

3. Attendance monitoring on a daily basis.
4. Implementing disciplinary procedures. 
5. Solve employee grievance related to salary information 
	General Administration 


1. Corresponding with regulatory bodies and basic service providers.

2. Managing e-mail, postal and telephonic communication.

3. Monitoring security of Company and Clients property.

4. Interacting with the vendors.
5. Personnel file management. 
6. Coordinating with PRO for issuing or renewal of work permit, residence visa, visa cancellation and maintaining visa tracker 
7.  Passport control-Ensuring employees with timely renewal of passport 
8. Generating employee related correspondences, salary certificates, NOC, salary transfer letters, etc.
9. Applying and ensure renewal of company licenses, tenancy contracts renewal 
10. Ticket booking for employees 
11. Preparation of Organization chart and periodic updating.
	Educational Qualifications


1. M.B.A (Marketing & HR) from Nagarjuna University, 2007.

2. B.com (Tax) from Nagarjuna University, 2005.

3. Intermediate M.E.C from Board of Intermediate, 2002

4. S.S.C from Board of secondary education, Hyderabad, 2000

	Computer Proficiency


1. Internet Concepts

2. MS Office  

	Personal Details


Martial Status 
: Married
Visa status 
: Residence visa (Husbands sponsor)

