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HR/ADMINISTRATION PROFESSIONAL
Proactive and results-driven HR Admin Professional with 7 + years of experience in HR, operations Recruitment and Administration.
COMPETENCIES

· Responsible for all HR Recruitment and Operational Activity
· Focused 6 years of experience in IT & Non IT recruitment

· Administration
· Recruiting, Niche hiring, Walk in & Mass Hiring & Social media hiring, Process outsourcing (RPO).
· In house Recruitment

·  Full-Cycle Hiring Process

· People Management & Vendor Management

· Leading ,Training & doing performance appraisal of team members
PROFESSIONAL EXPERIENCE
CRONOS CONSULTING PVT LTD
Duration
: April 2016- March 2017
Designation
: Sr HR Recruitment (SAP)
Responsibilities
· Handling junior, middle & senior level openings 

· Hands on approach to all stages of recruiting and hiring processes including sourcing, resume tracking, scheduling, interviewing, salary negotiations and closing.

· Hands on involvement in identifying the best resources from across the industry, scheduling them for multiple rounds of discussion, offer negotiations done looking at the skill and overall budget of the organization for the role and post offer engagement with the offered candidate to ensure proper on boarding.

· Direct calling to the Candidates for checking their Communication skill and Attitude .Sourcing and Screening the candidates as per the requirements using Job portals, Job postings, networking, user groups and referrals. Scheduling technical or final interviews either with technical panel- Telephonic or with the Management group face to face interview. 

· Posting the requirements on different job portals/engines. Briefing the job description to the candidates. Follow up with the offered candidates and keep track on their joining dates. 

· Create and maintain the daily, weekly and monthly recruitment reports. Submitting report to Recruitment Head on daily, weekly and monthly basis Create and maintain a database effectively and managing candidate and client information
·  Responsible for conducting drives for SAP requirements .Responsible for handling Walk in candidates and collecting their details and references. 
· On joining, follow up for HR Forms and Letters

Timetronic Management Consultants PVT LTD
 Duration
: December 2014- March 2016
 Designation
: Sr HR 
Recruitment Role:
· Regularly be in touch with the clients and vendors to get requirements.

· Sourcing the CVs from the job portals (Naukri/Monster), internal database, direct relationship and references.

· Checking the candidate's suitability from geographical, salary & technical point of view.

· Screening candidates based on client's job description, candidates relevant knowledge and experience for required skill sets, functional skills and communication skills. 

· Conducting preliminary interviews with Candidates to ascertain their competencies, Skills and aspirations (based on work, Position, Salary, and relocation etc.).

· Maintaining an internal database of prospective candidates for the company.
· Excellent experience in Socio network recruitment
· Taking feedback from the client and keep the candidates in the loop.
· Responsible for the entire Life Cycle of the Recruitment Process. 

Technologies worked on:

· Web Technologies: Java/J2ee/JSP/Servlets/JDBC/ Swing/Web Logic Portal/ Web sphere/ Hibernate/ Struts/spring/ JBOSS/ J2ME.

· Microsoft Technologies:PHP, VB.Net, C#, ASP.NET,  HTML, VC++, Visual Basic

· Testing Tools: Automation QTP,  Manual System, Performance Testing.
· Database : Oracle DBA, PL/SQL , MY SQL, , CRM, SharePoint ,XML

· System Administration & Tech support: Windows, UNIX, Solaris, Linux, citrix.

· ERP:: SAP (ABAP, , SCM, BI, BASIS), Oracle Apps, People soft

· Oracle DBA Production Support: Oracle 9i/8i/8/7.x, Oracle 9i/10g 

· SQL Server DBA: SQL Server 7.0/2000/2003 RDBMS Database Administration ,IT Infrastructure:   System Administrator, Network Administrator, Database Administrator, Unix Admin, Storage Admin, Network Security .
. 
 OZTERN TECHNOLOGY PVT LTD
 Duration
: August 2013- November 2014 

 Designation
: HR 
HR Role:

· Preparing the Offer / Appointment letters for the new joiners
·  Managing the employee data base

· Maintaining Attendance/Time sheet & Leave Management

· Handles employee grievance

· Providing Training Program for the newly recruited staff members

·  Performance management

· Arranging cultural activities during festival seasons
· Maintaining mandatory document
· Exit Interviews
Recruitment Role:
· Responsibility is to seek out professionals with the right combination of experience, education and skill to fill a particular position
· Work with Project managers to develop recruiting plans and write job descriptions.
· Liasioning with Recruitment Consultants, sourcing through advertisements, job portals Head Hunting and Job posting.
· End-to-end recruitment including salary negotiations

· Interview scheduling and follow up with candidates. Taking telephonic interviews as per need.
TOUCH PLACEMENTS
 Duration
: January 2012–August 2013 
 Designation
:.HR  Executive
Roles handled:-
· HR (Recruitment, Generalist,  ) 

· Administration

RECRUITMENT  ROLE:
· Handling internal IT & NON IT recruitment from Jr. Level to Sr. level positions for various companies.

· Maintaining database of prospective candidates.

· Screening profiles from different Job portals like Naukri, Monster etc.
· Scrutinizing, pre-screening & tele-interviewing the candidates.

· Taking feedback from candidates and from the clients about the interviews.

· Job Porting & Bulk Mailing.

· Follow up with the selected candidate till the joining process.

· End-to-end recruitment including salary negotiations

HR Role:
· Joining formalities  

· Maintain Personal Records of Employees

· Database updating.

· Maintaining Attendance/Time sheet & Leave Management

· Handles employee grievance

· Training programs

·  Performance management

· Maintaining mandatory document
Areas of Exposure :-(Recruitment)
·  IT & Non-IT.

·  Medical Technology. 

·  Manufacturing.
· Construction
IRMAT CONSULTING
Duration
: August 2009–December 2011 
Designation
: HR IT CONSULTANT
Roles handled:-
· HR (Recruitment, Generalist) 

· Administration

HR Role:
· Issue Selection letter/Appointment letter/ Confirmation letter/ Experience  certificate & Relieving letter

· Managing the employee data base

· Liasioning with Recruitment Consultants, sourcing through advertisements and other sources.

· End-to-end recruitment 

· Performs joining formalities and induction 

· Event Management, organizing meetings, conferences, making travel arrangements and hotel reservations.
· Maintain leave record of employees and Salary details.
· Training & Development programs
· Performance evaluation of team members
· Payroll Processing

· Exit Interview
RECRUITMENT  Role:

· Candidate sourcing by extensively using the Internet (Resume and Job Positing site/search engines ),Internal database ,Cold calling ,Referrals 

· Coordinating with consultants , coordinating with candidates and line managers regarding recruitment requisitions 
· Interviews scheduling (Trainees & Managerial Positions), conducting Preliminary Interviews/Screening of candidate both in person and over the phone .

· Negotiating the salary and terms of employment
· End-to-end recruitment
Speridian Technologies Pvt Ltd, Trivandrum 
Duration
:  March 2008–June 2009 
Designation
: SOFTWARE TESTER 
· Good  experience in manual testing  and  knowledge  on Automation 

· Good Experience in  Functional testing and Black Box testing

· Well versed with SDLC,STLC and Bug Life Cycle

· Experience in testing the programs as per requirements

· Experience in Tracking & Reporting of Bugs.

· Designing the test cases for different work flows

· Executing the test cases

· Preparation of defect reports
EDUCATIONAL QUALIFICATIONS
	Year
	Course Taken
	   Board / University

	2009


	P.G Diploma in HRM
	   Annamalai University

	2006
	B.Tech (IT)
	   University Of Kerala


Software Proficiency
	Application Software
· MS office (MS Word, MS Excel)

· Power Point


	Software Testing 
(1 year Course , From keltron, Trivandrum)



	LANGUAGE PROFICIENCY
Language

Speak

Read

Write
English

Y

Y

Y

Hindi

-

Y

Y

Malayalam

Y

Y

Y
Tamil
Y

-
-

	PERSONAL INFORMATION
Husband’s Name
Mr. Sarath Chandran
date of birth
11/06/1984
Nationality 
Indian
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