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__________________________�____________________________ CAREER HIGHLIGHTS____________________________________________





TOTAL EXPERIENCE: 2 years.





Exceed Management Pvt Ltd, Hyderabad  India


Worked as “Human Resource Executive”, Jul 2013- September 2015


Job Profile:-


Managing the complete recruitment life-cycle for sourcing the best talent from diverse sources after identification of manpower requirements. Monitoring project schedule.


Induction, issuing Offer letters, Salary certificates, Work experience Letters. Joining formalities & all other required process for new hiring.


Handling payroll & compensation.


Handling employee grievances.


Handling resignation/termination process, i.e. exit interview and other related matters.


Preparing & implementation of various HR Policies.


Handling entire HR related activities.


Responsible for sourcing resume from various job portals.


Responsible for post interview follow ups on candidate status.


Work closely with the Finance Manager to ensure smooth operation of all finance�matter


Matching invoices to statements and purchase orders to invoices


Ensure payment of invoices


Resolution of finance related queries





	


_____________________________________________________ACADEMICS___________________________________________________








Ramaiah Institute of Management Studies, Bangalore-India, 2011-2013


Post Graduate Diploma in Management (Marketing) – CGPA – 3.09/4.33


Osmania College, Kurnool-India, 2008 - 2011


Bachelors of Commerce (Gen) - 73% 














Human Resource Professional having 2 years of work experience as a Human Resource Executive.


Looking for a role which can allow me to utilize my work experience, interpersonal skills, academic comprehension and communication skills for enhancing the organizational growth and time.








AREAS OF STRENGTHS AND SKILLS


Talent Acquisition


�
Human Resources�
Interviews�
�
Sourcing


�
Team Management


�
Recruiting


�
�
�
�
�
�












_____________________________________________________KEY SKILLS____________________________________________________





Good communication and interpersonal skills


Flexible and Adaptive


Handle multiple tasks at a time


Ability to work in complex environment.


Work effectively in a team and contribute to the team objectives


Self motivated and prepared to work hard to achieve the goals





				


_______________________________________________COMPUTER PROFICIENCY________________________________________





MS Office 2010 


Job Diva


SAS


Tally ERP


SAP HR Module


_______________________________________________________LANGUAGES __________________________________________________


English, Hindi, Urdu & Telugu.





_________________________________________________________________PERSONAL DETAILS_____________________________________________________________





Current location : 		Dubai


Nationality :	 		Indian 


Date of Birth :		26-07-1988


Gender :			Male


Marital Status :		Single


Driving License : 	 	Yes(Indian)

















