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Naveena 
A qualified MBA., graduate with over 10+ years Experienced HR Practitioner with exposure in recruitment, Administration, Documentation employee relations, training and development gained largely from multinational companies in UAE & India. Knowledge in the employment visa processing procedures and deployment of candidates to GCC countries
Currently working on Recruitment Projects for multinational companies in Middle East region for Corporate Executive search on Healthcare/Hospital, Information Technology (IT), FMCG, Retail, Banking & Finance, EPC, Construction and Manufacturing.
Advanced skills in computer, sourcing, research, analysis, communications (written & verbal) and mentoring of team members exceptionally well organized with a track record that demonstrates motivation, creativity and initiative to achieve both personal and corporate goals can work independently or with a team, and highly flexible.
PROFESSIONAL EXPERIENCE
International – Dubai
April - 2011 to Till Date
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Recruiter/Account Management:
It is a frontrunner group in professional recruitment solutions. We are consultants who provide integrated, comprehensive and cost effective placements in business, industry and government. Though our major presence is in the Middle East, we are involved in staffing on a global scale.
Key Responsibilities –
· Coordinating with consultants and candidates for scheduling appointments with the management team for sourcing 
· Conducting first round of telephonic interview for the candidates to schedule interviews 
· Promoting equality and diversity as part of the culture of the organisation; 
· liaising with a wide range of people involved in policy areas such as staff performance and health and safety; 
· Recruiting staff - this includes developing job descriptions and person specifications, preparing job adverts, checking application forms, shortlisting, interviewing and selecting candidates; 
· developing and implementing policies on issues like working conditions, performance management, equal opportunities, disciplinary procedures and absence management; 
· preparing staff handbooks; 
· advising on pay and other remuneration issues, including promotion and benefits; 
· undertaking regular salary reviews; 
· negotiating with staff and their representatives (for example, trade union officials) on issues relating to pay and conditions; 
· Preparing letters such as offer and confirmation 
· Communicating and explaining the organization's HR policies to the employees 
· administering payroll and maintaining employee records; 
· interpreting and advising on employment law; 
· dealing with grievances and implementing disciplinary procedures; 
· developing with line managers HR planning strategies which consider immediate and long-term staff requirements; 
Y – Axis Solutions Private Limited (Hyderabad, India)
July 2007 – March 2011
Designation: Team Lead – Canada Department
· Responsible for processing Visas of clients migrating to UK, Denmark & Canada. 
· Involved in preparing the Roles and Responsibilities according to the clients requirement. 
· Effectively maintained the clients’ database for weekly and monthly reporting of the team. 
· Responsible for doing the follow-ups with the Embassy in regards to the delay in communication regarding client Visas. 
· Conducted trainings and involved in mentoring. 
· Acquired through knowledge in Canada Immigration Process 
· Analysed key customer processes through customer process site assessments using tools and principles 
· Created and developed presentations based upon company capabilities that achieve goals. Coordinated task assignment and timelines internal operations owners that are critical to task completion 
· Assisted in developing and evaluating Total Quality Management programs 
· Directed design, facilitated training and evaluated 
· Profound ability to constantly assess risks and issues and effectively mobilize resources to mitigate and resolve them 
· Involved in implementation of Sales Force and trained new employees 
· Handled complete process of Highly Migrant Skilled programme/Tier1, Danish Green Cards and 
Canada – Federal Skilled Worker PR Visas 
VCare Hospital, Hyderabad
November 2005 – June 2007

Designation: HR/Health Care Recruiter
· Provide support to supervisors and staff to develop the skills and capabilities of staff. 
· Provide advice and assistance with writing job descriptions 
· Provide advice and assistance when conducting staff performance evaluations 
· Identify training and development opportunities 
· Organize staff training sessions, workshops and activities 
· Process employee requests for outside training while complying with policies and procedures 
· Provide advice and assistance in developing human resource plans, provide staff orientations 
· Monitor daily attendance 
· Investigate and understand causes for staff absences. 
· Provide advice and recommendations on disciplinary actions. 
· Monitor scheduled absences such as holidays or travel and coordinate actions to ensure the staff absence has been adequately covered off to ensure continuity of services. 
· Provide advice and assistance to supervisors on staff recruitment 
· Prepare notices and advertisements for vacant staff positions. 
· Schedule and organize interviews, participate in applicant interviews 
· Conduct reference checks on possible candidates 
· Prepare, develop and implement procedures and policies on staff recruitment 
Karvy Computer Share Private Limited (Hyderabad, India)
January 1998 – October 2005
Designation: Assistant Manger
Role & Responsibilities:
· To handle the secretarial activities of Reliance group companies viz. Reliance industries ltd., Indian petrochemicals corp. ltd., Reliance capital ltd., Reliance enterprises ltd., Recron synthetics ltd, Reliance industrial infrastructures ltd., BSES ltd., Central India Polyester ltd., and Indian Polyfibre ltd. 
· Job allocation among the team members, monitoring and motivating the team. 
· Responsible for managing teams, involved in share transfer, demat, Customer Care and reconciliation. 
· Handled the Customer care dept. of Regulatory bodies/Stock Exchanges. 
· Liaison with Bankers and Company Secretaries Clients. 
· Study the process & procedures for preparing work instructions as per the ISO quality Manual to implement new enhancements. 
· Co-ordination with Investor Relation Centers. 
· Co-ordination with Internal Auditors, and presentation of monthly Audit Report to the General Manager. 
· Preparation of MIS reports on secretarial activities. 
· Preparation of appraisals of team members. 
· Calculation of Dividends that are to be distributed among the shareholders of Reliance 
Industries Ltd., 
· Calculation of Unpaid Dividend amount that is to be transferred to IEPF after expiry of 7 Years 
Achievements
· Best Performer for the year 2013 – 2014 (awarded, Current Organization, Dubai) 
· Best Process Consultant rewards for 3 consecutive months – Y Axis, Hyderabad 
· Highest number of successes in Highly Migrant Skilled programme/Tier1 and Canada 
· Enhancements in software (CRM) 
· Active Member of NSS and participated in SAARC program 
Personal Profile
Marital Status  : Married
Age: 37
Visa Status: Residence Visa
Nationality: Indian
Gender: Female
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