NAGASHREE    NAGASHREE.290663@2freemail.com  
 
Seeking assignments in Human Resource Management with an organisation of high repute
PROFESSIONAL SYNOPSIS

CAREER CONTOUR








“Sr. Executive - HR”





Jan’11 till Feb’15
Key Accountabilities 
HR Operations
· Responsible for the end to end lifecycle of an employee On-boarding as well as Exit formalities.
· Maintaining Personnel database and updating the records on timely manner.
· Conducting Induction / Orientation Programme of new employee.

· Organizing Employee Welfare, Development, Recreational and Social Activities.
· Active participation in the recruitment drives conducted at different locations.

· Responsible for the closure of any Rewards & Recognition program
· Maintaining various reports like headcount, Attrition, leave records etc and providing the same to the management.
· Implementing the HR policies, systems and procedures for the HR operations and development.
· Involved in system enhancement / process improvements for HR function.
· Ensuring timely deliverable of Overall Reports & Adhoc Request in HR function
· Monitoring absconding cases and coordinating for the issuance of the warning letters and termination letters of the same. 
Resource Management 
· Co-ordinate with the Delivery Managers in maintaining the Resource Requirement
· Facilitate the efficient utilization of strategic resources over multiple projects
· Monitor resource utilization trends and ensure utilization is aligned with strategic goals
· Facilitate the PM community in managing just-in-time allocation of resources                    
· Managing the Bench Resources & looking after their allocation

· Mapping the resources available on bench with the open requirements across the vertical
· Ensuring smooth flow of operations on daily basis by the team members.

· Preparing MIS as per the requirement of Delivery Head and sending it across the management.

· Gathering of Resource data and production of information for management review
Vendor Management
· Managing a group of Vendors, interacting with them.

· Sharing new requirements, checking the validity of profiles.
· Maintaining MIS for Recruitment & Data Correction and verification.

· Looking after timely payment of Vendor.

· Processing Recruitment Invoices & Vendor Recovery.

Significant Highlights:

· Accredited SPEED Award for Q2 & Q3 ‘ 11 & SYNERGY AWARD for Q1 & Q2 ‘12.
· Within a span of 2 months have reconciled the vendor payments & ensured the processing of the same.

OILCO Services (India) Ltd.., Mumbai




 “Executive HR”




 Oct’06 till July’10
Recruitment

· Managing the complete recruitment life cycle for sourcing the best talent from diverse sources.

· Identifying manpower requirements through skills identification and mapping for the skills requirement and gap analysis.

· Sourcing and screening resumes, conducting recruitment, scheduling and interviewing candidates, discussing offer and issue offer letter, fixing the grades, making salary fitment and handling joining formalities.

Human Resource Management
· Issuing offer letter and appointment letter and maintaining the personnel files of an employee.
· Active participation in Employee Welfare Activities.

· Maintaining records, generating reports, arranging training programmes, etc.
· Coordination for ESI and PF related formalities
· Executing headcount data preparation. 
· Conducting exit interviews, preparing relieving and experience letters.
· Handling the full & final settlement of left employees. 

Performance Management & Training and Development 
· Managing appraisal process across the levels linked to Reward Management and Career Growth

· Identifying training needs across levels through mapping of skills required for different roles and analysis of the existing level of competencies.
· Conceptualising & effectuating training & development initiatives for improving employee productivity, building capability and quality enhancement.
Payroll
· Directing the process of leave and attendance Management.

· Furnishing the payroll inputs to the payroll team.

· Coordinating the payroll helpdesk to address the queries of the employees related to payrolls.

Employee Welfare

· Ensuring prompt resolution of employee grievances & maintaining cordial employee relations.

· Looking after grievance handling, employee motivation, personnel/family counseling thereby instituting measure for reducing absenteeism and employee turnover.

Significant Highlights:

· Dexterously initiated HR activities and successfully monitored the entire HR functions for PAN India.  

· Efficiently streamlined the recruitment, compliances and payroll related processes.

· Bagged recognition for good performance and received letter of appreciation.

· Successfully monitored entire HR functions at the center.  
· Effectively streamlined the process of completing the banking formalities for the candidates.

· Significantly settled a process of reference checks to ensure the recruitment of the genuine candidates only in the company.
· Conducted a survey on Employee Retention.

Joined the organization on 09-Oct-06 as Receptionist cum Administrator & after recognizing my quality work, good performance, efforts and quick grasping capacity was offered a lateral movement in HR Department
SCHOLASTICS

· Acquired Diploma in Business Administration
· Bachelor of Commerce from Mumbai University (2006).
IT Skills: Well versed with MS – Office and Internet Applications
PERSONAL DOSSIER

Date of Birth 



:
12th October, 1981
With Overall Experience of 7yrs working as Sr. HR Executive handling HR Operations; Resource Management; Rewards & Recognitions; Vendor Management & MIS.


Accredited SPEED AWARD for Q2 & Q3 ’11 & SYNERGY AWARD for Q1 & Q2 ‘12.


Experience in managing modern HR systems with deftness in maintaining harmonious relations among management and employees through efficient administration and resolution of the employees’ grievances.


Accredited for independently handling the entire range of activities in the domain of Human Resources.


A keen communicator with the ability to relate to people across all hierarchical levels in the organization.











