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OBJECTIVE

Zeal to develop the surrounding where I work and offer my maximum contribution in terms of effort for 
its improvement
PROFESSIONAL SUMMARY
Having 7+ years of Professional experience in handling complete gamut of Human Resources.

Areas of Strength include

	· Talent Acquisition & Talent Management
	· Employee Relations & Engagement

	· Performance Management 
	· Payroll Management

	· Data Base Creation and Maintenance.
	· End-to-End coordination on all HR 

Activities.


PROFESSIONAL EXPERIENCE  

BINTHANI ELECTRO MECHNICAL CONT & TRAD.W.L.L, QATAR  - Feb 2012 to June 2015
SR.HR & Recruitment officer

Recruitment:

· Responsible for the full recruitment life cycle
· Multinational recruitment done for the engineering & construction industries from White collar to Blue Collar 
· Creating  job descriptions in coordination with concern dept head

· Responsible for development and placement of advertisements in newspapers / electronic media/Social Media, job portals etc

· Administrating correspondence with recruitment agencies and other external suppliers.
· Head Hunting and pouching

· Source, schedule & interview all candidates, providing feedback to appropriate department heads, senior management & HR Manager.

· Prepare and extend offer letters to selected white collar candidates as well as to respective recruitment agencies for selected blue collar candidates. 

· Follow-up with recruitment agencies / selected candidates for receipt of signed offer letters.
· Preparing Recruitment Reports

· Handing over passport copies of selected candidates to PROs for e-visa application

· Coordinating with PROs for manual visa application (incase e-visa is rejected)

· On receipt of visa, sending visa to recruiters/candidates and coordinating for a quick joining.
·  On boarding in support of company acquisitions of  New Starters and or Leavers
· Interpret and applies HR policy and process effectively
Joining Formalities and Induction

· Verification of documents and handling joining formalities

· Salary account opening formalities. Collating bank account numbers of new hires for payroll intimation

· Coordinating with IT & facilities department for ID card / Access card, mail id and seat allocation for new hires

· Assisting with performance reviews, training and other program, including validating data and resolving queries

· On boarding in support for New Starters and/or Leavers.
· Compiling salary inputs of new joinees and intimating the same to the HR operations.

· Maintaining Complete Master File Data, with Respect to active and Inactive Status

· Conducting Induction Program for new hires

· Assisting with performance reviews, training and other program, including validating data and resolving queries

· Communicating employee benefits and leaves rules & implementation of pay awards – salary and bonus for employees as per MGT 

· Directing and monitoring visa processing, licenses, insurance for all the employees and ensure proper records are maintained
· Office Management 

· Generating Reports on monthly basis for Management review.

Manpower planning/Budgeting:

· Study/analyze the work flow pattern of all Departments and discuss it with Head of the Department for further recruitment.

· Finalizing the position (Addition/Deletion)
· Preparing Budget for the recruitment and emigration as per the needed Manpower
· Job specification creation/review. 

· Requirement forwarded to Managing Director for Approval through Admin Head.


     Feedback to HODs regarding the approval/rejection

Immigration
· Process, verify, and maintain documentation relating to labour and immigration

· Applying visa in E GOV website 

· Arranging for Medical and Finger Print

· Follow up with PRO to get manual visa
· Process and record data for each employee, including such information as insurance, visa, labour card and passport details.
· Keep track of visa applications and source documents.

· Knowledge in QATAR & UAE LABOUR LAW

NJ INDIA INVEST PVT LTD 





Sep 2010 to Jan 2012
SR.Executive – HR (South Zone) 
Responsibilities:

Recruitment & Selection:

· In charge for 12 branches in 4 States  
· Confer with management and Business Heads to identify & prioritize staffing needs,

         Job specifications, qualifications, and skills.

·  Conducting HR interviews.

·  Negotiation on various aspects of Offer, Explaining the Salary package, Role and position offered.

·  Employment Verification & Background Check.

·  Submitting joining MIS at the end of every week & month.

· Establish a candidate database of pre-qualified candidates to meet current and anticipated      staffing needs through direct sourcing, networking, Employee referrals, and Internet and database searches.

·  Maintain Recruitment status

·  Conducting Campus recruitment.



  Post Recruitment & Employee Relation:

·  Responsible for Offer Letter roll out.

·  Handling confirmation, resignation & termination.

·  Review and update Employee Master Database. 

·  Review and update Organizational Structure.

·  Handling employee transfers & job rotations.

·  Responsible for Separation formalities of the employees. 

·  Handling Employee Grievances & Queries

  Orientation: 

· Joining formalities – Form filling, bank account opening, and ID card coordination, sending details

        to the managers and hand holding for the New Joinees.

· Induction Formality - Handling Induction for the new joinees & thereafter deputing them to the             

         respective lines of business.

·  Creating HRIS Id’s for Employee’s 

· Conducting Quarterly Audits to all the branches.
WHITE HOUSE BUSINESS SOLUTIONS (P) LTD, Chennai, India  
         Jan 2008 – June 2010

HR- Executive

Responsibilities:

· Recruitment:

· Joining Formalities and Induction
· Employee Relations & Engagement
· Leave Management
· Payroll

· Exit Formalities
· Other HR Related activities
PROFESSIONAL QUALIFICATION & COURSES

Masters in Business Administration (Human Resources), 2006-2008

A.R.J College Engineering and Technology, Anna University, India

Bachelor of Computer Application, 2003-2006

Ponnaiyah Ramajayam Arts & Science College, Bharathidasan University, India

Diploma in Human Resource Management, 2009

International Council for Management studies, Chennai, India

SOFTWARE SKILL:  MS Office (Word, Excel, PowerPoint, Outlook), Smart Book.

PERSONAL PROFILE

Date of birth     

: 31st October 1985

Nationality


: Indian

Visa Status 


: Visit Visa 
Driving License

: Having Valid Qatar License
Language Proficiency    
 : English, Tamil, Hindi,  
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