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CAREER OBJECTIVE 
Seeking a position in an organization that provides me ample opportunity to explore & excel while carving out the niche for personal, professional as well as organizational goals.
EXPERIENCE SNAPSHOT
May 2015- AMS International   


                                                       Dubai, UAE
July 2015

              HR Account Executive
· Managed end to end transition of  Noor Bank employees from  Noor to AMS payroll.
· Ensuring that a checklist is maintained for all the required documents and follow up on any missing documents until received.
· Share the visa application of each employee with PRO and follow up with PRO on their visa status and update the employees accordingly.

· Liaising with finance department regarding payment of invoices for visa processing.

· Guide successful candidates on their joining and complete their onboarding formalities.
· Updating the business on the onboarding status of candidates.

· Ensuring employees personal and pay related information are accurately captured in the HR system.  
· Applying for employee’s medical insurance card and distributing them with employees once the card is ready.

· Answering queries of employees regarding their visa.
· Drafting English Arabic Contract and getting the same translated in Arabic.

    June 2013-Vasco Worldwide International                                                               UAE
April 2015   
   Senior Officer - HR 
· Responsible for extensive end-to-end recruitment.

· Sourcing profiles through a variety of channels.

· Screening profiles and conducting HR validation and ensuring that the recruitment process is managed efficiently.
· Conducting preliminary interviews and identifying candidates on the basis of technical requirements, scheduling interviews and verifying candidate’s credentials and expectations.
· Establishing the strong reference network and handling the internal transfers, negotiating salaries, generating offer letters and handling documentation. 
· Planning, coordinating and executing head hunting process and maintaining a comprehensive data bank of all employees with varied background.
· Handling walk-ins and referral program.
· Maintaining a tracker of all the interviewed and offered candidates, preparing and updating excel sheets on the number of open and closed positions.
· Initiating labour cards and processing employment visa.
· Onboarding formalities and Document collection.
· Drafting salary certificates and NOC’s.
· Closely working with recruitment agents to close the positions across all countries.
· Recruited for UAE, Malaysia, Bahrain, South Africa, Italy, Pakistan 
                                     
                                      Positions Recruited For
· Submission Officers, Accountants, Service Consultants(Sales Officers), Guest Relation Officers, Sales Supervisors, Draughtsman, Doctors, Nurse, HR assistant, Biometric Staff, Hajj Umrah Sales Staff, Operations Manager.
     Assigned with new project in Performance Management and Employee Engagement Team.
· Ensuring all roll out actionable (offer letter, HR induction pack, labour law manuals and basic policies for employees) for each countries are completed on time. It includes:
· Researching labour laws of countries having branch presence to draft offer letters incorporating employment regulations bespoke to each country. 
· Finalizing offer letters in co-ordination with legal team. 
· Finalizing salary structure in coordination with Comp & Ben. Team 
· Drafting HR Induction Pack 
· Drafting labour law manual and employee handbook and sharing it with respective Country HR Manager 
· Releasing the final offer letter to recruitment team.
· Worked on Rewards and Recognition framework implementation –
· Finalized vendors for printing monthly award certificates and trophies. 
· Maintaining track of winners of monthly award globally and announcing winners (selected based on criteria) every month end.
· Sharing the Airway bill tracking number with Country HR’s and making sure the trophies and certificates are delivered on time.
· HR Uniform SPOC globally

· Closely worked with Country HR’s and Procurement team to solve all the issues faced by them whilst placing the order for uniforms and while receiving the uniforms delivered to their respective region.
· Ensured all the regions have received the uniforms as per their request.
· Additional Tasks and projects
· Policies on exception
· Putting together the policies as appropriate for projects in liaison with CHRO.
· Finalized and released exception policy manual in UAE.
· Corporate Social Responsibility 
· Defined the guidelines for Disbursement of ex-employees uniforms
· Putting together the policies as appropriate for this project.
· Finalized the policy document

March 2012-Altisource Business Solutions                                                India
Nov 2012
	
	       HR Recruiter
· Fixing TAT for the recruitment process across various skillsets.
· Responsible for lateral recruitment across all levels, end to end and sourcing candidates through networking, Internet postings & vendor management.
· Implementing staffing strategies to provide a qualified and diverse candidate pool.
· Leading efforts to improve hiring numbers while maintaining the quality of resources employed.
· Compensation negotiation, so as to maintain market standards and internal parity.
· Mentor recruitment coordinators through appropriate guidance and support
        Process owner for the “EMPLOYEE REFERRAL PROGRAM” of the whole organization.
· Ensuring Joining Formalities are completed on or before the DOJ.
· Mailing Communication to concerned stake holders on the joining candidates.
· Providing Induction orientation on the company profile.
· Processing Appointment letters /ID cards/Bank Accounts.
· Conducting Exit Interviews 
Achievements
· Saved hiring cost of 9 Lakhs for the organization
· 90% hit rate on offer to joining. 
· Hired Managerial Positions at 10 days Turnaround Time through networking.
Technologies Recruited For
· Java & J2EE, .Net, Business Analyst, Testing, ExtJs, UI, Java Support and Quality Engineering
  Aug 2010-Accenture India Pvt Ltd                                                 India
Aug 2011 
       HR Recruiter

· Sourcing profile from portals and different media for various demands.
· Screening the profiles, shortlisting and selecting the candidates in the preliminary rounds.

· Maintaining the database and uploading the candidate details and profiles in Abacus (Recruitment Tool used in Accenture)
· Meeting the numbers as per the target set by the reporting Manager.
· Worked on Executive (Manager and Senior Manager Level) and lateral requirement.
· Achieved and overdone the targets assigned by the company.
Achievements
· Awarded the “Best Performer of the Month” twice.
Technologies Recruited For
· C++,Java & J2EE, .Net Technologies.
 

	
	Nov 2009-Mphasis an HP Company                                            , India
March 2010
      Technical Support Associate
· Troubleshooting inbound calls from Business Partners regarding issues related to MS-Office, Outlook, Printers & all PC related issues
· Providing buddy support for new recruits.
ACADEMIC PROFILE 
· 2005-2009 - Bachelor of Engineering (Computer Science) from K.V.G. College of Engineering, Sullia            affiliated to VTU Belgaum
· 2003 - 2005 – XII from Poornaprajna P U College, Udupi.
· 2003 - X from St Ceciliy’s Girls High school,Udupi.
PERSONAL INFORMATION
· Date of Birth

: Aug 31st, 1987
· Linguistics                      
: English, Hindi, Kannada, Tulu
· 

	
	

	
	


