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Objective: Highly professional, Dynamic, Energetic and enthusiastic human resource management professional with rich and diverse experience, Possesses the needed Business Acumen and knowledge to positively impact organizational performance, promoting employee relations, with Profound flair and affinity for Core HR functions.
Profile:  

· A focussed Human Resources professional, with 4 years of experience in major HR related domains.

· Clear communications to motivate and deliver results, both internally and externally. 

· Strong interpersonal and public relations skills to interact with clients.

· Experienced in handling people management, cost centres and budgetary assignments
UAE Work Experience
ORGANISATION: DPS Academy  

DESIGNATION: Senior HR Recruitment Specialist
 DURATION: Jan 2015 – Till Date
· Working with the management on recruitment planning. 

· Creating and documenting the HR Policies in accordance to the UAE Labour Law.
· Create job descriptions, conduct regular follow-up with management to determine the effectiveness of recruiting plans and implementation.

· Managing and ensuring all relevant approvals are in place for recruitment.

· Sourcing of profiles through various sources of recruitment(portals, headhunting, Referrals, Advertisements) 

· Screening of profiles  

· Conducting the HR interviews  for the  open positions

· Short list resumes based on the competencies required by the management, coordinate with the chairman for scheduling Panel Interview.

· Once the candidate is shortlisted collection of documents for salary preparation and salary negotiation

· Preparing and rolling out the offer letter to the candidate.

· Liaising with PRO for all visa related issues, Issuance, Renewal, Cancellation, Modification, etc.

· Performing the on boarding formalities and conducting the Induction process on the DOJ.

· Processing Medical Insurance for new employees, reimbursement and cancellation. 

· Preparing the personal dossier for every staff with all the required documents.
· Send the documents for the KHDA Approval

· Handling leaves (Casual, Sick & Annual Leave) by updating the records in the system and final settlement of the staff as per UAE law.

· Preparing Payroll and coordinate with accounts for payment.

· Providing confirmation letters on completion of probation period

· Managing the yearly Performance management /Appraisal process 
· To ensure that the HR database is correct and up to date.

· Maintain employee and general files.

· Conduct the exit interview process and all the exit formalities.

· Coordinate with accommodation supervisor about new - and exit staff 

· Provide a professional and efficient service to all employees and dealing with their inquiries on day to day basis
Work Experience
 ORGANISATION: BNP PARIBAS GSO  

DESIGNATION: Senior HR Associate
 DURATION: Sep 2011 to Oct 2014
RECRUITMENT
· Work with the hiring managers on recruitment planning.

· Create job descriptions, conduct regular follow-up with managers to determine the effectiveness of recruiting plans and implementation.

· Managing and ensuring all relevant approvals are in place for recruitment.
· Sourcing of profiles through various sources of recruitment
· Identify, build and maintain relationship with External Recruitment consultants for sourcing required candidates for the desired position.

· Screening of profiles through GD ,APTITUDE TEST

· Conducting the HR interviews  for the  open positions

· Short list resumes based on the competencies required by the operations manager, coordinate with business and schedule technical interviews.

· Once the candidate is shortlisted collection of documents for salary preparation and salary negotiation

· Preparing and rolling out the offer letter to the candidate.

· Administer background investigations and initiate pre-joining formalities

· Following up on pre-joining formalities and Keeping a close contact with candidate until joining.
· Maintains consistency with recruitment guidelines of BNP Paribas in consultation with business partners

· Ensuring all documentation/ Trackers for hiring is up to date

· Prepare quarterly HR news letter

· Responsible for all Campus recruits
· Handling of employee queries and issuing of ADHOC HR letters for the employees
HR Compliance and statutory obligations: 

· Maintain and update PF, gratuity and other relevant trackers on a real-time basis.

· Liaise as required with the PF consultant in order to gain an in-depth knowledge of the subject

HR Operations: 
· Performing the on-boarding formalities for the candidates on their date of joining

· All the post joining activities that include online filling up of all the personal details, filling up the dependent declaration form, collection of documents, filling up the medical insurance form and PF form, giving them an introduction on the company, updating the records, sending Welcome On-board mail

· Complete documentation of all the employees in a file

· Processing of LTA and medicals of employees

· Updating all employee information on Peoplemine and Peoplesoft.

· On-boarding new hires, including related tasks such as insurance inclusion/exclusion, tracker updates and communicating of new hire information.

 Pay and Exit formalities: 

· Prepare payroll data by providing all new hire information, salary data and allowances information.

· Verify and validate accuracy of data.

· Update and share payroll tracker to the finance team before payroll cut-off.

Value adds: 
· Providing managers with information like data on attrition, data on rewards given to employee, presenting them with key areas of focus based on live-wire and coffee with HR and following up with them on the action items.

· Facilitating and driving department specific initiatives.

· Identifying and promoting job mobility within teams thereby reducing the risk of talent loss and recruitment cost.

Knowledge and skills 
· Strong analytical skills, detail orientation, service commitment, and solid organizational and interpersonal skills.

· Strong communicator with the ability to influence and persuade across all levels of the organization, exercising a high degree of confidentiality, professionalism, poise, tact and diplomacy to accomplish objectives. 

· Ability to work under pressure in a fast-paced, time-sensitive environment with shifting priorities and multiple deadlines. 

· Proficient in Microsoft Office Applications and strong MS-Word & Excel skills.

· Capable of identifying Operational Risk Areas within the Client Business Revenue Process.

· Ability to identify and develop succession plan.

Job specific competencies

Client Focus 

· Complete commitment to provide professional, intelligent and timely responses to our clients’ needs and to changes in the market.

Communication

· Oral: Expressing ideas effectively in individual and group situations. Adjusting communication style to match the needs of the audience.

· Written: Expressing ideas clearly in all written documents. Using professional, appropriate language at all times, and adhering to the use of the BNPP Email Protocols.

Team Work

· Work effectively with team members to accomplish goals, Respect the needs of others and displays integrity in dealing with team members.
Continuous Improvement and adaptation 

· Generate creative solutions to problems, Ability to plan work ahead and to prioritize workload in an organized manner. Always looks for ways to improve services and processes.
Notable Attainments
· Spot award for quickly learning the process and recruiting the maximum number for that particular quarter

· Awarded as champion of the month for an outstanding achievement in recruitment 

· Awarded an excellence award as a member of Team of the Quarter by contributing tirelessly in the entire process

· Successful reduction of hiring through consultants thereby reducing the cost of hire been paid to the consultants by increasing the employee referral process in the organization

· Successful completion of an Ace project by automating the Aptitude Test thereby reducing the man hours and paper consumption and making the process more accurate and efficient

· Introduction of Quarterly HR Newsletter to improve the connectivity of the employees with the organization.

                                                                  Specialisation
 Usage of Applications: People Mine, People soft, Taleo, 
 Finance based hiring: Accounting professionals, CA, ICWA, Fund Accountants, Portfolio Managers and Business Analysts

 Role based hiring:  Associate, Associate Level I, Senior Associate, and Team Lead
 Computer Skills:   MS Word, MS Excel, MS Power-point, MS Access, MS Publisher

                                                                  Educational Background
· Completed Bachelor of Biotechnology from Madras University in 2009. 

· Completed Master of Business Administration, specialising in HR & Marketing from Anna University in 2011.
Final Internship

Cognizant Technology Solutions






May 2013

Project Brief:   A Study on the effectiveness of recruitment process through various sources at CTS and suggest the most effective source of recruitment in terms of cost and quality.

Recommendations: 

· Increasing the hiring of candidates from Employee Referrals and Social Networking Sites.

· Reduce the hiring from Portals and Consultants

· More of Recruitment Drives to be conducted.

· Motivating employees to participate in employee referral programme

                                                                  Personal Dossier

Marital Status:

Married
Nationality:

Indian

Date of Birth:

04 June 1988
Languages:

Fluent English, Hindi, Tamil
References: Can be provided on request.
