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Summary Of Qualification & Experience
· 5+ years of professional experience
· Expert in Client Handling and Team handling in Recruitment and good knowledge in using Portals and MIS Reports.
· Expertise in using MS Excel.
· Extensive background in HR generalist affairs, including experience in employee recruitment and retention, staff development, benefits and compensation, HR records management, HR policies development and legal compliance.

· Demonstrated success in negotiating with Employees during Appraisal, developing teambuilding programs, and writing corporate policies, job descriptions and management reports.

· Having experience in Payroll process and Backend Verification.

· Outstanding motivator and builder of teams. Works well in both team environments and individual assignments.

· Successful in meeting new technical challenges and finding solutions to meet the needs of the client.

· Master of Computer Application (MCA)
Key Skills

	· HR Generalist
	· Payroll

	· Database Admin
	· Confidential Record Keeping

	· Program / Event Management
	· Employee Relation

	· Staff Recruitment / Retention
	· HR Policies / Procedures

	· Desciplinary Procedure 
	· Team Building

	· Employee Development / Training
	· Salary Negotiatoins / Admin


Summary of Working Experience.
	Organization
	Designation
	Duration



	K2B Solutions
	HR – Senior Executive
	July 2015 To February 2016


	Alfa Resources Pvt Ltd
	Senior IT Recruiter


	October 2014 – July 2015

	Enterprise IT Solutions
	Senior IT Recruiter


	March 2014 – September 2014

	Karl Kubel Institute of Developing Education
	HR-Recruiter & Event Management
	October 2012 – Dec 2013

	Aukar HR Pvt Ltd
	HR Recruiter
	Oct 2010 – Oct 2012


Achievements
· Received work appreciation Mail from client for closing positions very soon. 
· Good Client Handling and Team handling.
· Good in PoC with the clients and clarify the queries on the JD related.
Professional Experience

K2B Solutions 
HR Senior Executive, July 2015 – February 2016
Responsible for the Payroll of 80+ Employees.

Handling the Recruitment from Top to Bottom.

Handlig the issues of the employees.
Fully responsible for Conducting the Interviews.

In Touch with Technical Team and gather the status of the Candidate.

Taking care of Employees Travel and Accomadation.
Leading a team of 3 Members.

Alfa Resources Pvt Ltd.

Seniour HR Recruiter, October 2014 – July 2015
Responsible for Closing the Clients Requirements

In Touch with Clients directly 
Leading a team of 4 Members
Taking care of Leaves and Policies

Generating/Introducing new policy 
Responsible for gathering the requirement from the client
Negotiating with the candidate on salary and also DOJ.

Complete responsible for Candidate Joining.
Keep track on the offered candidates and updating it to the Client POC
Clients Handled
Altimetrik, Accion Labs, Syntel India, HTC Gloabal Services, D&B, SCIO Health Care.
Enterprise IT Solutions
HR Recruiter, March 2014 – September 2014

Responsible for gathering the requirement from the client
Complete responsible for Candidates Offer 

Responsible for sending the offer letter to the Selected Candidate.
Negotiating with the candidate on salary and also DOJ.
Taking classes and Giving training to Juniors 

Handling a team of  4 Recruiters. 

Clients Handled 

Cognizant Technology, Wipro Technology, Lister Technology, Aspire Systems, vVolve, Fijistu India Consulting
Karl Kubel Institute of Development Education
HR Recruiter and HR Co-Ordination
Excellent in interacting with peoples, and working on event co-ordination.

Good in team working.

Arranging international conference and coordinating them from top to bottom.

Taking care of Accommodation and Hospitality of International Participants.

Preparing program schedules and also verifying the materials and the other related thing needed for the Conference.

Taking care of food and other related things for the International participants.

Have a good knowledge about Event Management.

Program Coordinating Performance 

Successfully finished 8 international programs with more than 50 participants per program from various parts of the world.

Successfully finished 25 National programs with more than 100 participants from various parts of India.

Role as a Trainer:

Having good experience in:

Handling sessions/classes for Non-Government Organizations.

Preparing own material and Power Point Preparation for Sessions.

Good experience in Handling Classes and Programs.

Covered Topics like:

· Stress Management.

· Non – Violence Communication.

· Communication & Attitude building.

Aukar Hr Pvt Ltd

HR Recruiter

Involved in recruitment activities.

Closed positions with IT & Non – IT Clients.
Clients Handled
Infosys Non – IT, Citrus Checkin
Personal Information
Date of Birth
: 27th Sep 1986
Nationality
: Indian
Marital Status
: Married.

Religion
: Muslim
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