SUMMARY
· HR Professional having an 8 year HR career distinguished by commended performance and proven results.

· Extensive background in HR generalist affairs, including experience in employee recruitment and retention, staff development, mediation, conflict resolution, benefits and compensation, HR records management, HR policies development.

· Knowledge and experience in preparation and processing UK payrolls.
· Trained on SAP HCM/FICO
· Knowledge on UAE Labor laws and payroll

CORE COMPETENCIES
Talent acquisition                                         Compensation and Benefits Management

Induction & orientation                                Training & Development and Training Need Analysis (TNA)

Employee Engagement                                 Industrial relations and Grievance handling.

PROFESSIONAL EXPERIENCE 

Jan 2010-till date                    

India Pvt ltd, Hyderabad, India  
Role: 

HR Assistant Manager  
                                                                                                                         Responsibilities:
Recruitment
· Identify business manpower requirements through continuous interaction with various Departmental Heads. 

· Develop / Implement new recruitment / selection policies as per staff projections. 

· Manage a team of recruiters engaged in sourcing potential candidates for various processes. 

· Optimize channels of recruitment, specifically recruitment database subscriptions and consultants. 

· Maintain a healthy database, pipeline of potential hires and plan Back-to-Back hiring. 
· Preparing Induction Program and Orientation to the employees towards policies and procedures of the company.
Leave Management & Payroll
· Processing payrolls of 700 employees including 500 UK employees.

· Maintaining day to day attendance report by liaising with admin department from various locations

· Point of contact to leave approvals and records updating

· Calculating payroll from timesheets, general payroll administration. 

· Performed Payroll auditing pre and post processing to ensure accuracy, compliance, overall balancing and reconciliation

Employee Welfare & Relations:  
· Advise partners, management and staff on all employee relations issues, including firm policies/practices.
· Implement Performance Management System & identify scope for enhancement by linkage to Variable incentive  plan. 

· Initiate & drive various rewards & recognition (R&R) programs. 

· Formulate new HR policies aligned with organizational requirement basis & as per corporate trend analysis. 

· Maintain a consistent communication plan on HR core activities across the organization levels. 

· Conflict & grievance management for employees through effective counsel forums. .
Training & Development
· Conduct Training Need Analysis, prepare Training Calendars & conduct Training Effectiveness Reports. 

· Conduct various trainings under HR Enterprise program.
General Administration

· Auditing of employee records and files to maintain accurate database. 
· Scheduling Exit Interviews and preparation of Full & Final Settlement (F & F)

· Administering Group Medical Insurance & other HR Benefits
Securities — Bangalore

Role: HR Executive 
Duration: January 2008 to Nov 2009

Responsibilities:
· Sourced the candidates through job portals, employee references and internal job postings 

· Developed offer letter for selected candidates and provided appointment letter on submission of all mandatory documents by the candidates

· Collected all required documents from new joining and maintained employee personal file to maintain the record 

· General administration work Recruited & trained the Marketing Executives 

· Resolved the issues of team members and advised on market risks & benefits

· Handled the monthly attendance records & data from Administration Dept. for computing the salaries of employees

· Forwarded the payroll data to the Finance Department on a monthly basis for salary processing

· Searched the client’s requirement and discussed the same with Development Team

· Provided the service assistance to the clients with Technical Team

· Team Building, Employee Reward & recognition and implementation & implementation of company policies etc.

· Employee Engagement activities, welfare activities.

·  Housekeeping, Mess arrangements, Stationary purchases etc.

EDUCATION

· Diploma in Industrial Relations and Personal Management- SV University ,Tirupati-2008

· MBA from Sri Venkateswara University, Tirupati 2006

· B.com from S.K University, 2004

TECHNICAL SKILLS
ERP: SAP R/3 Versions, ECC 6.0, 

       Tools/Utilities: MS Office 
O/ S: MS DOS, Windows 2007, 2010
PERSONAL Details:

               
DOB:
7th June 1983

Nationality:
Indian

Marital status: Married
Languages known: English, Hindi, and Telugu & Kannada 
First Name of Application CV No: 1704528
Whatsapp Mobile: +971504753686 
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