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Aspires to work in Human Resource Development/Admin Officer with a progressive organization

Professional Synopsis
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· A Budding professional MBA (Human Resource Management) from the Institute of Bharathiyar University, Coimbatore, India
· Endowed with a passion for winning as evinced through demonstrated excellence in the academic & extracurricular areas
· Area of interest is Recruitment, Induction, Training and Employee Engagement, Business Development
· Develop effective relationship with customer for business development opportunities
· Managerial Experience of Recruitment and Selection, Data Privacy, Administration and Job Analysis
· Passionate in Customer Service
· Excellent in Excel and PowerPoint

· Abilities in handling multiple priorities with a bias for action and a genuine interest in personal and professional development
· Keen learner with constant zest to learn about various upcoming technologies
Experience
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Team Leader
May 2014 – July 2016
Point Perfect Technology Solutions Pvt., Ltd (India)
· End to End Recruitment and Selection, preparing Induction Plan for New joiners
· Recruit qualified candidates for vacancies by utilizing a variety of sources, e.g. recruitment agencies, employee referrals and educational institutions. 

· Manage and develop Job Analysis, the internship process to feed talent pipeline with high potentials.

· Develop and maintain strong business relationships with recruitment agencies, consultants and educational institutions to develop potential sources for future placement as well as to profile the Company as an employer of choice.

· Develop and maintain Data Privacy, recruitment related policies and procedures and ensure that the practices are in line with the policies

· I do have a strong grip on ERP, MS Office, ATS like SmartRecruiters, OpenCATS, Fitzii. 

· Resolving Month end & year-end issues
· Facilitate creation, editing, and maintenance of job descriptions
· Establish clear organizational structures and workflow for the Operations Team

· Assist HR Manager in developing and implementing action plans based on Employee Survey

· Continuously monitor and track Leave Management Report, Creating and managing job application, Exit Interviews, Joining and Re-leaving formalities, MIS Reporting
· Maintaining (current and former) employee files and ensure they are kept up-to-date, either electronically or as hard copies
· Ensures weekly meetings are conducted with every department heads. 

· Providing overall leadership to entire project team including managing deliverables of other functional team leaders in an effective manner
· Conduct interviews as well as provide advice to hiring executive in the final selection of candidates.

· Tracks, maintains and conduct performance appraisals meetings along with department head and employees.

· Creating and managing the estimates, project plan, project schedule, resource allocation and expenses to ensure that targets were reached

· Analyse, document and maintain HR Records

· Investigate issues and requests with efficient time management skill
· Assist in the development of human resources policies, procedures and programs and manage the 
administration of these throughout the organisation

· Working area includes CRMs, Administration and participated in various domestic and International projects
Technical Forte
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· Platforms Used

: MS Office 2010 (Word, Excel, PowerPoint), Internet, E-mail applications and  Computer Networking
· Operating Systems Used
: Windows 8, Windows 7, Windows XP, Fedora

· Automation Tools Used
: CRM (Infusionsoft), Sig XP, Conversion and Presentation Tools
· Applicant Tracking Software
: SmartRecruiters, OpenCATS, Fitzii, Successfactor
· Design Software Used

: Adobe Photoshop
Professional Skills and Achievement
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· Arrange staff training and provide information or services such as employee assistance, counseling and recognition programs
· Communication with all levels of employees (junior to senior management).

· Extensive experience in a supervisory role, Good at Multitasking and follow ups, Discrete, ethical and Dual Focus
· I am glad to have the Award of Customer Service Satisfaction for serving clients with high quality services
· Demonstrated ability to manage staff
· Ability to resolve customer complaints and anticipate emerging customer needs to continually improve service standards

· Delivered directions, guides and training to new staff and gave advice to them on how to well deal with such claims from clients
· Effective at managing multiple projects simultaneously, able to meet tight deadlines and able to work under pressure
· High level of commitment to continuous improvement and adaptability to change
· Supports creativity and innovation by showing commitment to agreed initiatives

· Ability to work with minimal supervision and takes ownership of work and makes suggestions for improvement 

· Supervise personnel clerks performing filing, MIS Reporting and record-keeping duties
· Proficiency at grasping new technical concepts and utilising the same in a productive manner
Qualification
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· 2016: MBA (Human Resource Management- Correspondence) Institute of Bharathiyar University, Tamil Nadu, India

· 2014: B-Tech (Information Technology) from EASA College of Engineering and Technology, Coimbatore, Tamil Nadu, India 
· 2010: 12th from Chinmaya Vidyalaya Matriculation Higher Secondary, Coimbatore. (TamilNadu Board) 
· 2008: 10th from Chinmaya Vidyalaya Matriculation Higher Secondary, Coimbatore. (TamilNadu Board) 
AREAS OF EXPERTISE 
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HUMAN RESOURCE MANAGEMENT (HR GENERALIST&EXECUTIVE)

· Recruitment, Handling Manpower Budget, Probationary Review

· Identify current and prospective staffing requirements, collect and screen applications

· Advise job applicants on employment requirements and on terms and conditions of employment

· I do have a strong grip on ERP, MS Office, ATS like SmartRecruiters, OpenCATS, Fitzii. 

· Organize and administer staff consultation and grievance procedures
· Arrange staff training and provide information or services such as employee assistance, counselling and recognition programs

· Supervise personnel clerks performing filing and record-keeping duties
Personal Details
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Nationality 

:
Indian

Date of Birth

: 
23rd April, 1993
Marital Status

:             Married

Visa Status 

:             Residence Visa
Languages Known
:
English, Hindi, Malayalam, and Tamil
Expected Salary 

:             As Per Company Standards
Availability 

:             Immediate
Declaration:
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I hereby declare that data furnished above is true to best of my knowledge
Date:  15-02-2017
                                    
   
  
  
 

