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PROFILE
An accomplished HR Executive with proven expertise In 1 year, gained extensive experience in a wide variety of applications and HR systems, and the following key competencies:
· Talent Acquisition Dashboards
· Workforce Management 
· Recruitment Metrics
· ATS Reports
· WSIB Reports
· Advanced MS-Excel Knowledge (pivot charts, power pivots, dynamic charts, quick analysis, vlookups)
· Expert in managing the job portals such as times jobs, monster India, Naukri etc
· Team player with strong work ethic
· Assessing payroll

· Direct Recruitment 

· Client relations 

· Salary Processing  

· Managing database of the current and previous employees 

· Preparing training program schedule for the new hires. 

· Joining formalities for the new hires. 

· Performance appraisal initiation
TECHNICAL PROFICIENCIES
HR Systems
:
PeopleSoft, SBA , ATS,
Application/Reporting Tools
:
Advanced Excel, MS-Access, MS-PowerPoint, MS-Outlook
Database
:
MS Access
PROFESSIONAL EXPERIENCE
Sutherland Global Services
2014 – 2016
Kerala, ON (www.sutherlandglobal.com), Oct. 2014 – Jan. 2016
Specialist HR- Talent Acquisition
Recruitment in the company is an end to end process which I belong, where it is involved in all activities from the person gets on to his training. Enthusiastic problem solver, leadership skills, training skills, motivating skills.
Key Achievements:
1) Business Intelligence 
· Led the Microsoft hiring team from Kerala to Chennai and Hyderabad. Guided and managed the team for 1 month in order to accomplish the goals of the project.
· Motivated leaders and give them tactics to accomplish the goal.

2) System Administration
· Managed user access rights and acted as first line of contact for HR end-user support.
· Developed user procedures and guidelines to train recruiters on the system. 
Recruiter, Oct 2014 – Jan. 2016
Key Achievements:
· Assisted the recruitment team with phone screening, reference checks of candidates and interview scheduling, using sound judgement to recommend candidates to the next stage in the hiring process.  
· Maintained comprehensive hiring reports on a monthly basis, based on data retrieved from  ATS which acted as a starting point for developing and implementing recruitment metrics  
Environment. MS Outlook, Excel and PowerPoint.

_____________________________________________________________________________________________​​​______
Santhom Institute for Professional Studies  
 2013– 2014
Mundakayam, Kottayam, Kerala                                                                                                                                         
Lecturer & Placement officer

Lecturer in Management department and placer 20 jobseekers in a company.
Key Achievements:
· Lectured in a different way to get more student feedback for the college.
· Handles different management topics 

· Trained 20 candidates for accounting Job in Kerala(ACS).

· Maintained database of students for Job

Environment: Excel, PowerPoint 
Volunteering
· Member of the Y’s Mens club 
EDUCATION AND TRAINING
Certificate in MS Office  C-DAC







                                                                                                                          
Master of Business Administration
Muthoot College of Management Studies,

Sikkim Manipal University, India
Bachelor of Business Administration

Bharathiar University, Tamil Nadu

Collective agreements
 integrity of data, processes and procedures
