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To pursue a demanding HR Role within a reputed firm with the approach to take up responsibilities to accomplish organizational goals where in my skills and potentials are being utilized to the maximum; alongside focusing on the scope of enhancing my personal skills & gaining maximum knowledge during my tenure to contribute to the growth of the firm. 
STRENGTHS

· Talent Acquisition
· Training & Development

· Performance Management

· Exit Management
· Employee Relations
EDUCATION

Certified Human Resource Management Professional (CHRMP)

Ripples Learning India – Oct 2016 to Present (Pursuing)
MBA in Human Resource Management (HRM)
Mysore University – 2012 to 2014
B.Tech in Electronics and Communication Engineering (ECE)
Jawaharlal Nehru Technological University –2008 - 2012
CAREER SNAPSHOT

HR Executive
Coastal Projects Limited Jan 2016 – March 2017
Coastal Projects Limited is a construction company, which has spread it wings in developing infrastructure all over the country. CPL has emerged as one of the pioneers and specialists in the underground excavations covering all jobs of civil construction of tunnels for ground tubes and under ground stations for metro rail etc... By its vast expertise.
HR Assistant
Lootah Group of Companies Feb 2015 – Dec 2015
Lootah group is a conglomerate based in Dubai UAE. The group has involved in  Industries consists  of a number of  factories and divisions with diversified activities of Steel, Fiber Glass, Aluminum , Marbles Granite and Mosaic, Food Stuff, Metal Profiles, Bitumen and Road Works, Powder Coating, Fabrication, Carpentry, Foam, Cement Production and Sand Purification.
And also it focuses on the purchase / sale / renting of residential and commercial properties and land within the UAE. And also being involved in developing properties at prestigious locations in Dubai. It also runs an exclusive real estate division, involved in various real estate contracts pertaining to residential and industrial ware houses. The company focuses on the purchase / sale / renting of residential and commercial properties and land within the UAE.
Tele Marketing Executive

Country Club India Ltd Sep 2014 – Dec 2014
Country Club is a pioneer in the concept of offering 360° leisure hospitality membership services in India. A full range of Country Club specialty services include member exclusive clubbing hubs, splendid holiday destinations, trendy fitness centers and star-studded entertainment events.
Recruiter

Orion Consulting Sep 2013 – Sep 2014
Orion Consulting is a pioneer in rendering HR Staffing Solutions across the Globe. It is a combined venture of leading and experienced HR Professionals; Engineers & Masters. The company laid its roots from basics of HR Management, thereby bringing a unique approach to cater the requirements of our Clients. We recruit across various verticals for multinational corporations as well as leading business houses. 

PROVEN JOB ROLE
HR Executive – Costal Projects Ltd (Jan2016 to Mar2017)
1. Recruitment

· Coordination with Technical panel and understanding their requirements, defining job positions.
· Resourcing, screening and short listing resumes through various job portals or else internal reference, head hunting.
· Short listing the resumes based on desired skills and experience.
· Conducting telephone and Personal interviews in coordination with department heads.
· Preparing offer letter, employment contract and job descriptions, completing joining Formalities and documentation.
2. Training & Development

· Identification of training needs and nominating candidates for training.

· Scheduling and arranging training while coordinating with external trainers and training programs.

· Encouraging participation of employees in various organizational events.

· Issuing training certificates after completion of the training.

3. HR Administration

· Handling  the queries of the Employee pertaining to the Minimum Wages, ESI, PF, Bonus, Gratuity &amp; etc
· Preparing Final settlements, Gratuity, leave salary and all employee benefits.

· Maintaining employees personal files and records, communicating HR policies across the organization at all levels.

· Tracking attendance, maintaining leave records, PF records, issue letters, etc.

· Keeping track of Confirmation, Appraisals, and Increments of employees.
· Preparing various letters like offer letter, appointment letter, increment letter, transfer letter, Absenteeism notice, warning letter, showcase notice, experience/service certificate, relieving letter, etc.

· Involvement in the Welfare Policies like Anniversary, Birth day Gift Distribution, Reward & Recognition etc.

4. Employee Engagement
· Celebrations - Diwali, Ganpati Festival, and other company events
· Effectively managing welfare measures, management - employee get together, picnics & parties.

· Developing employee engagement programs like Initiated and administered a welcome-mail policy to all new joiners.
HR Assistant –Lootah Group of Companies (Feb 2015 – Dec 2015)
Employee Engagement
· Work closely with VC and division managers, providing them with support on the full range of HR activities (including policies and procedures, terms and conditions of employment, absence management, performance management, etc.), in order to ensure a consistent and fair approach to people management throughout the Board.

· Provide advice and guidance on individual employee relations cases, ensuring that these are well managed and meet the requirements of the company’s policies, best practice and employment laws..
· Ensure that managers and staff are aware of the policies and procedures and able to operate them effectively.

· Monitor and review the system of performance appraisal and continually develop as necessary,

· Ensure new staff are provided there confirmation report along with the feedback of their performance

· Ensure to retain the employees and do the needful.

· Receiving, validating and processing all the forms coming to HR department.

· Conducts exit interviews and make sure that necessary employment termination paperwork is completed to abide by the rules.

Compensation & Benefits
· Maintains payroll information by collecting, calculating, and entering data.
· Updates payroll records by entering changes in new hires, transfers, payment advances, merit increases, promotions and Attritions. 

· Exemptions, insurance coverage, savings deductions, and job title and department/division transfers.

· Prepares reports by compiling summaries of earnings, taxes, deductions, leave, disability, and nontaxable wages..
· Manage administration associated with new hires, transfers, payment advances, merit increases, promotions and Attritions. 

· Responsible to handle the entire Employee Attrition process. Exit interviews, Employee Exit clearances & Calculation & Payment of End of Service Benefits as per UAE Labor law.

· Compiling all data needed for the annual salary review, and the annual performance appraisal analysis. Bonus calculation etc.
· Attends to employee grievances and complaints regarding attendance, salary, provides guidance if necessary

HR Administration

· Support HR manager with administration of final settlements, preparing documents, printing, filing etc..

· Liaise with PRO company as required to expedite visa’s and work permit for staff

· To ensure that PRO has prepared employee contracts within agreed timelines.

· Apply visa for the new hiring’s and work closely with the PRO and Immigration Departments.

· To ensure that renewal of visa for the existing employees and cancel of visa for the exit employees  has done in timely manner
· To work closely with the PRO to ensure that all government relations process are implemented in a cost –effective and timely manner

· Communicating all HR related information by Emails and Phones from Head Office to Divisions.

· Keeping details of all petty cash expenses with proper approvals from Vice Chairman

· Bank Account opening for new joiners
· To inform legal cases and have their proper follow-up from the Legal Department.
· To ensure statutory liabilities and timely renewal of Trade License, Property Tax etc.
· Liaise with finance to ensure timely payment of invoice related to HR

· To Support employees by preparing letters, salary certificates, NOC’s, experience letters etc  in a timely and accurate manner

· To Manage Pre-Employment Processes 

· Make recommendations where appropriate regarding improvements to existing policies, procedures and systems

· Properly handle employee requests through responsiveness, follow-up, and escalation.

Oracle - HCM
· Create and maintain a centrally organized record of employees personal files for co staff and managers

· Be a source of expertise on the HCM system, able to support and guide other employees on its use 

· To work on HCM for record generation and to maintain database of Employees related to labor card, medical card, visa and passport Information. 

· Ensure accurate record keeping and upload of all relevant and up to date documents on HCM at all times

· Checking and auditing office records to ensure accurate information and correct documents are recorded

· Run reports and provide data from HCM as required by the head of HR or other members of the HR team 

· Capture and monitor information for HR KPL’s ( absence, turnover, staff profiles, probation, performance, costs, time scales etc,,) to inform patterns and trends as requested by head of HR

· Escalate and report on functionality issues related to HCM to the IT department and follow through and their resolution

Leave Management

· Support employees with leave queries and with managing their leave applications through soft and hard files 

· Reconcile leave balance at end of each year including obtaining Line Managers, General Manager and VC approval for any carryovers to ensure accurate leave records at all times.

· Monitor HRMS and to ensure employees are accurately entering leave onto HRMS and approvals are in place. Provide details to payroll regarding unpaid leave etc.

Tele Marketing Executive - Country Club India Ltd (Sep 2014 –Dec 2014)
· To deliver Sales talks, which describe products or services in order to persuade potential customers to purchase a product or service

· To Contact Private Individuals by telephone to solicit sales for Products or services.

· To explain the Queries of the customers regarding Product or Services.

· To Obtain Customer information Such as Name, Home town, how long in UAE, Designation.

· To Maintain Details of the customer.

· To adjust sales scripts to better target the needs and interests of specific individuals.
· To send mails regarding the Details of Products/ Services and the Location map.

· To Schedule appointments for Direct Marketing Executives to meet with prospective customers or for customers to attend sales presentations.
· To conduct client or market surveys in order to obtain information about potential customers.
Recruiter – Orion Consulting (Sep 2013 – Sep 2014)
· Responsible for handling the entire recruiting cycle such as sourcing, screening, contacting, confirming, interviewing, and placing the qualified candidate.
· Excellent proficiency in job boards, (Naukri, Monster, etc) Internet search and Internal Database.
· Responsible for Tracking, Analyzing, Prioritizing and resumes.
· Speak to the candidates regarding their skills, interest, availability and convince them regarding pay rates, relocations.
· Pre screening of potential candidates in terms of their qualification, work experience, reference checks and remuneration etc.
· Maintaining data about the Interview schedules, offered candidates, pending joiners, current open positions and status of the candidates in MS Excel.

· Co ordinate with other recruiters to work as a team.
· Keeping track of candidate for future references.
ACHIEVEMENTS

1. University level topper in Linear IC Applications in B.Tech 3-1.

2. College topper in Radar Systems in B.Tech 4-2.

3. College topper in B.Tech 4-2.

4. I represented my college in DSCMIT as a Business Planner and achieved 2nd prize in 2013.

5. Participated in Summer Internship in Technophilia Systems and got Certificate of excellence.

SOFTWARE EXPOSURE

· Software                    : Oracle E-Business suite (HCM ), Enterprise Document Management Software, HRIS

· Operating Systems   : Windows XP, 7 & 8.

· Packages
           : MS-Office, (Excel, Power point, and Word)    
EXTRA CURRICULAR ACTIVITIES
· Participated in National level paper presentation conducted by SEC, AP in 2013.

· Acted as a coordinator during Tech fests in B.Tech.

· Participated CEO Shadowing in SAP Labs, Bangalore 2013(GLOBAL SHAPERS WORLD ECONOMIC FORUM).

· Participated NHRD program conducted by JGI Bangalore 2013

PERSONAL DETAILS

Nationality
:
Indian
Date of Birth
:
25thAugust1989

Languages
:
English, Hindi, Telugu.

Place of Birth
:
Hyderabad, Telangana
Visa Status       :          Visit     
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