To establish & excel a successful & rewarding career in Human Resources by contributing to                the best & fullest of my potential.
	Professional Experience 
6.5 years experience in :

Recruitment & Selection
Training & Development

Employee Relation
Payroll
Performance Management



 Summary
A dynamic & proactive professional with years of commendable experience and in-depth exposure                 to the entire spectrum of Pre Recruitment & Post Recruitment.
 -Self Driven and Focused
 -Enthusiastic and committed to maintain quality and efficiency

 -Fast & self-directed learner, work effectively independently or as team player
  -Enjoy new challenges and willing to take on extra responsibilities to get work done

Areas of Expertise

   Employee Relations Management

              Pay roll
      Recruitment & Selection                                                          Performance Appraisal

      Training & Development

Educational Qualification
· MBA HR – 2006 to 2008 | SRM Arts & Science College | 65%

· BSc. Hotel Management – 2002 to 2005 | Bharath College |63%

Professional Synopsis
Sharif Metals International, Sharjah                       HR Officer                         March 2012 to till date

Sharif Metals international is one of the leading company in metal scrap recycling. We have our branches in most parts of the world and sister concerns in UAE.

Handling various aspects like recruitment, training, performance appraisal, payroll and employee relations.

Core Qualifications – Microsoft Dynamics AX
· Been a team leader for HR in the implementation of Microsoft AX.
· Providing the functional requirements to the consultant with the discussion of HR team.

· Handled bulk data transfer from existing HR module to Microsoft AX.

· Tested various scenarios and ensure system functions as per our requirement.

· Comfortable working in ERP environments
                                               Key Performance Indicators:

                                                       Conducting performance appraisal on time

· Initiating and conducting quarterly employee performance appraisal in coordination with employees, HOD’s and Management.

· Conducting monthly performance appraisal for new employees until they successfully complete the probationary period.

· Ensuring accuracy in the final scores of the performance appraisal.

· Discussing and providing feedback to the employees by highlighting their strong and weak areas for improvement.
· Recommending necessary salary reviews based on the performance of the employees

Efficient man power planning, recruitment, competency profiling & employee orientation

· Conducting interviews on basic compliance with position qualifications providing feedback to the line manager and management.
· Ensuring all recruitment procedures are adhered to and recommend improvements.
· Controlling  and updating the man power plan and preparing related succession

·  Planning.

· Processing Offer letter for approved candidates and ensuring all labor and visa formalities are completed and management is duly informed of candidate’s visa/employment status before the boarding date.

· Prepare and update job descriptions to align the employee’s role in the existing work load.

· Ensuring that all JD’s have clear specifications and guidelines on how to properly perform the task assigned.
· Ensuring that there is no duplication or redundancies of job in the same department.

· Responsible that all new staff members are properly on boarded, including introductions to management & colleagues and show around office for familiarization.

· Ensuring all new employees will have a smooth and soft landing with their job responsibilities.

Conducting compensation and benefits review
· Conducting market research analysis, in comparison with pay scale of assigned departments and alerting management for any variance between prevailing market standard and current salary structure of the company.

Coordination and Documentation of Trainings

· Coordinating with HOD’s on any training programs required for their subordinates to bridge the gap on their KPI’s.

· Proper documentation is maintained for all trainings conducted on monthly basis.

Payroll & WPS Management

· Preparing the monthly attendance summary.

· Entering accurate data in the system.

· Finalizing payroll and salary breakdown for assigned departments.

· Processing Payroll and WPS, Procash management.

Vee care Hospital, Chennai.       
HR Executive 
                       Dec -2008 – Dec 2011
Vee Care Hospital is a multi specialty hospital established in Nov'2008.It is well equipped and provides the highest level of medical & surgical service for both children and adults. The hospital utilizes sophisticated technology for diagnose and therapeutic purpose manned by specialist doctors and trained technicians
Recruitment:
· Getting MRF from respective departments and their approval to meet their current requirements.

· Sourcing and scheduling candidates for the respective requirements.

· Initial screening of the candidate through telephone/ written test/ technical test.

· Evaluation of the test papers.

· Carry out HR interviews.

· Guiding the new resources in the joining formalities. Preparation of welcome letter as a      part of joining formalities.
· Design Job Descriptions 
· HR walk-Ins.
· Develop working relationships within colleagues to aid in recruiting. 
· Monitoring and maintaining of database on the basis for immediate and future requirements and Generating a pool of potential candidates for current and future needs.
· Coordinating with the department heads on recruitment.

 Post Recruitment:

· Coordination for the induction programme.

· Reference Check of the new resources.

· Introduction of the new joinees to the respective departments.

· Processing the appointment letter, confirmation letter and exit papers.

· Maintenance of employee database, manpower report, attrition tracker & HR data report.

· Sending across reports on a weekly & monthly basis.

· Training:

· Coordinate with the Technical team for arranging the training need analysis and also maintenance of training documents.

· Feedback about the employees’ performance will be informed to the respective cluster leaders and HR head. 
· Payroll:

· Updating the salary tracker with the new joiners of the month.

· Enrolling employees for PF overage

· Maintaining the attendance sheet ,late comings and absenteeism

· Including the overtime allowances and festival day pays

· Calculating TDS for the employees.

· Submitting the report with the approval of coo to the accounts department for the cheque process.

·   Statutory Compliance:

· Filing of nomination forms to PF, Ensuring monthly remittance to PF, Filing of monthly/half yearly/yearly returns to PF, Ensuring yearly remittance to Labour Welfare Board, Submission of monthly wage statements/Time sheet to Labour consultants, Submission of claim forms to PF and Gratuity, Submission of employee data for renewal of gratuity scheme.
· Performance Management System (Confirmation/Annual Appraisal System)
· Co-ordination with the employees by collecting the performance data from all the departments.

· Coordination for the orientation sessions with the employees regarding appraisals. 
· Update the database and records with any specific information and data pertaining to performance records, appreciations etc.

· Consolidation of appraisal data
· Report Maintenance:

· Sending across the Recruitment Report to MD and COO on weekly basis

· Preparation of HR MIS on a monthly basis.

· Generating MIS Reports on the details of recruitments.
· No. of Manpower Requisition Received

· No. of Interviews Scheduled.

· No. of Candidates Selected / Rejected.

· Details regarding offers released /Approval Rejects / Joined etc.

· No. of additions in a month

· Preparation of Employee Referral Data

· Preparation of Attrition tracker

· Coordination in HR Budget.

· Key Performance Indicators:
· Issuing of Assessment sheet on the monthly basis to all departments.

· Assessing the performance of all department heads.
· Assigning tasks to all department heads.
Extra Curricular Activities
· Member of Food Fest, organized in college (food prepared for 1500 people).

· Member of Youth Red Cross.

· Personal Details

Date of Birth

: 
January 22, 1985
        Languages Known
: 
English & Tamil

        Nationality 

: 
Indian
First Name of Application CV No: 1671078
Whatsapp Mobile: +971504753686 
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