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PROFILE SYNOPSIS
More than 5+ years of overall experience in managing the various activities of HR and Administration which includes recruitments (Blue caller and White callers), Employee Relations, Performance Management, Talent Management, Attendance and Payroll Administration, Policy and Procedure implementation, Salary Structure preparation, adhering to legal Compliance.
· I am Working as HR & Admin Executive for Avon Contracting WLL (Reputed Interior Decoration Firm) Qatar, handling Human Resources, Administration & Payroll Management. 
· I Handled HR & Recruitment functions for ICICI Bank Ltd Operations. 
· Experienced in Sourcing Blue callers and white callers candidates from across the globe. 
· Ability to work well within high pressure and fast faced environment. 
· Expertise in effectively balancing organizational and employee needs coupled with problem solving , decision making & interpersonal skills. 
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ACCOMPLISHMENTS,
	
	HR Operations.
	
	Contract Negotiation

	
	Recruitment & Selection
	
	Job Analysis and Designing

	
	Benefits/Payroll Administration
	
	MIS Documentation


· Negotiation 
· Team Building / Morale Building 
· General Administration 
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Achievements:
· Created & Systematized HR policies & Procedures for Business Excellence (Qatar). 
· Reduced the operational Cost by identifying the cost reduction measures. 
· Developed the environment of Multi ‐ Skilling for Organizational Development. 
· Handled HR & Administration department seamlessly and climbed the ladder in the organization. 
HR SKILLS:
Administration & General HR policies & Procedures Employee Welfare & Benefits Employee Grievances


HR Program Management
Hiring & Recruitment
Time keeping & Payroll
Employee Relation
Joining Formalities
End of Service Documentation
Job Description
Orientation & Induction
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ACADEMIC & TECHINICAL SUMMARY:
2010 MBA from Jawaharlal Nehru Technological University, Andhra Pradesh – India.
2008 B a c h e l o r of Arts from SV University, Tirupati ‐ India
2005 I n t e r m e d i a t e Education – State Board, Andhra Pradesh ‐ India 2003 S.S.L.C from AP State Board, Andhra Pradesh ‐ India. Certifications: MCP (Microsoft Certified Professional)
Tally ERP 09
PGDCA (Post graduate Diploma in Computer application
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Conversant With : Microsoft Office Suite97, 2000, Excel, Word, Access, Outlook, Power Point. IT Skills : Network Administration & Trouble shooting.
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Organization: Avon Trading & Contracting WLL.
Designation: ‐HR & Admin Executive
Doha - Qatar
(Period: Nov‐2012 to Oct ‐2015)
Accountability:
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Reviewing resumes and application for all the positions within the organization. Conducting recruitment interviews and proving the necessary inputs during the hiring process.
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Working with recruitment agencies to source candidates for specific job positions. Maintaining HR records, such as those related to compensation, Health & Medical insurance
[image: image10.jpg]



Handling insurance related issues. Managing work place safety issues.

Communicating and explaining the organizational HR policies to the employees. Preparation of Salary statements & processing payroll.

Preparing & Handling full & final settlement of the employees. Administration of all contract labor.

Preparing and submitting all HR letters/documents/certificates as per requirement of the employees in consultation with the management.

Preparing and processing timely distribution of salary, bonus, increment salary slip, leave encashment and full & final settlements.

Recording, maintain and monitoring attendance to ensure employee punctuality. Coordinating with PRO for applying new visa’s/ RP renewals/ visa renewals and contract preparations.

Conducting employee orientation and facilitating new comers joining formalities. Maintaining and regularly updating master database (personal files, Personal database.
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Booking air tickets & hotel reservations. Preparing offer letters & conformation letters.

Implementing and administrating performance management process as Per ISO policy. Conducting Exit interviews for employees and recording the accordingly.

Reviewing job descriptions for all positions at regular intervals and updating them in consultation with the respective managers.

Conducting first round interview for the candidates to schedule interviews. Handle confidential information in professional manner.

Manage time software – annual leaves, sick leave & absences.

Organization: ICICI BANK LTD
Designation: Human Resources Executive
(Period: Aug. 2010 to Sep‐2012)
Human Resource Duties:

Manage Recruitment Cycle from creating job posts until recruitment.
Discover and cooperate with new recruitment channels and agencies.

Manage communications with recruitment agencies and websites.
Maintains the work structure by updating job requirements and job descriptions for all positions.
Achieve company HR budget goals and requirements.

Maintains organization staff by establishing a recruiting, testing, and interviewing program; counseling managers on candidate selection; conducting and analyzing exit interviews; recommending changes.

Headhunting ‐ identifying and approaching suitable candidates who may already be in Work.

Prepares employees for assignments by establishing and conducting orientation and training programs.

Maintains a pay plan by conducting periodic pay surveys; scheduling and conducting job evaluations; preparing pay budgets; monitoring and scheduling individual pay actions; recommending, planning, and implementing pay structure revisions.

Ensures planning, monitoring, and appraisal of employee work results by training managers to coach and discipline employees; scheduling management conferences with employees; hearing and resolving employee grievances; counseling employees.

Maintains employee benefits programs and informs employees of benefits by studying and assessing benefit needs and trends; recommending benefit programs to management; directing the processing of benefit claims; obtaining and evaluating benefit contract bids; awarding benefit contracts; designing and conducting educational programs on benefit programs.

Maintains management guidelines in preparing, updating, and recommending human resource policies and procedures.


3
Maintains historical human resource records by designing a filing and retrieval system, keeping past and current records.

Ensure successful implementation of company HR policies and rules. Maintain updated personnel information on company HR software system.

Recommends new approaches, policies and procedures to effect continual improvements in efficiency of the department and services performed.
Performs other related duties as required and assigned.

	PERSONAL DETAILS
	
	

	Date of Birth
	:
	14’May, 1986

	
	
	

	Nationality
	:
	India

	Languages Known
	:
	English, Hindi, Kannada, Tamil, Malayalam and Telugu.

	Visa Status
	:
	UAE Visit Visa.

	Marital Status
	:
	Single.

	Expected Date of Joining
	:
	Ready to Join Immediately.

	
	
	


References Available Upon Request
4
