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Career Objective:
Seeking for a challenging position in a dynamic organization, which can utilize my potential to its full extent within International Business Community wherein my background and abilities are effectively utilized for mutual benefit within time Constraint in a professional way.
Academic Qualification: 

Bachelor of commerce (B.Com) - from Presidency College, Hebbal, Bangalore, in the year 2010.
Oracle ERP: Trained and Implemented Oracle Fusion HCM, Taleo & Payroll with El-Seif Contracting and Engineering Company.
Computer Skill Set:
Operating System   
: Win XP, Vista, Win-7, 8 &10
Desktop Packages      : Ms-Office, Word, Excel, PowerPoint, Visio & Outlook, Oracle Fusion



HCM, Oracle Taleo Recruitment and other Trading Softwares.
Key Skills:

A highly motivated and ambitious individual able to give timely and accurate advice, guidance, support and training to team members and individuals.
Possessing excellent management skills and having the ability to work with the minimum of supervision.
Having a proven ability to lead by example, consistently hit targets, improve best practices and organize time efficiently. 
Now looking forward to a make a significant contribution to a company that offers a genuine opportunity for progression.
Professional Experience:

a) Working As: HR & Admin Officer at EL SEIF ENGINEERING CONTRACTING CO. from November 2014 till date.
Job Responsibilities as HR & Admin Officer:
· Implementing HR policies.
· Executing, analyzing, and representing the Employees Satisfaction Survey.
· Preparing of monthly payroll.

· Coordinating with PRO for issuance of exit visa for resign/terminated employees

· Issuance of Exit-reentry visa for employees going on annual/emergency vacation. 

· Preparing and updating the Manpower planning.
· Manpower maintenance and Distribution between sites.
· Assist the HR & Administration Department in tracking the employee’s presence and attendance.
· Supervising new employee’s office and all their requirements.
· Visa processing for new hires.

· Designing and developing the Organization Chart.
· Setting and updating job descriptions and job specification of the positions.
· Conducting follow up with departments as required.
· Maintaining employee’s files and the HR filing system. 
· Implementing HR policies.
· Preparing daily/weekly/monthly report on HR & Admin transactions.
· Preparing offer letters, warning letters and termination letters.
· Handling admin. Petty cash.

· Induction to new staff.

· Support and co-ordinate for training and other HR activities.

· Managing the Performance Appraisal System.
· Determining the training needs and set the Training Plan according to the budget.

Job Responsibilities as ERP Specialist:
· Maintaining Manpower data in ERP system.

· Editing personal data of employees when required. 

· Assigning of Line Manager to the employees. 
· Assigning of duties and responsibilities to the employees.
· Managing grades or assigning of new grades for employees after promotion. 

· Processing Leave requests.

· Mass data updating. 

· Assignment of temporary roles and responsibilities to employees when required.

· Terminating, transferring and promoting an employee based on the approvals.
· HR & Admin User access in the ERP System.
· Uploading manpower data to the ERP system (Oracle, HCM).
· Trained on Oracle ERP System (HCM, Version 9).
· Training Managers and Staff on using Oracle ESS & MSS portal.
Professional Experience:

b) Worked As: HR Assistant at Standard Chartered Bank (Scope International) from Aug 2013 till Oct 2014 (1year and 2months)
Job Responsibilities:
· Assisting the HR Manager in leave assessments of the employees and in attendance with record of resuming employees and maintain the data in ERP System (Oracle People Soft).

· Doing Quality check with respect to all documentation of candidates.

· Support and co-ordinate for training and other HR activities.
· Handling administrative activities like attendance, payroll.
· Prepare memos, circular and reports.
· Preparing and modifying Job Descriptions wherever required.

· Preparing Offer Letters for the candidates post their acceptance on the salary proposal.
· Responsible of the Medical Insurance for all the staff.
· Responsible of staff annual leave. 
· Supervise all the staff flight booking "Local & International flights". 
· Maintaining time and attendance.
Professional Experience:
c) Worked as : HR Recruiter at S&S Global Solutions from Jun 2011 till Jun 2013 Bangalore (2years)
Job Responsibilities:
· Search for CVs  online portals as per JDs (Monster, Naukri, Times Jobs)

· Handling end-to-end recruitment – searching, screening, and short listing CVs, scheduling and coordinating for interviews and negotiating the offers.
· Coordinate with Clients Internationally for recruitment 
· Preparation of employment Offers
· Prepare Contracts and get signed upon employee’s joining.
· Prepare Monthly status Report

· Maintain Manpower and Prepare Payroll

· Knowledge on Oracle ERP (People Soft)

· Hiring Candidates for International Vacancies 

· Good Knowledge on Recruitment
· Arranging interviews with clients
· Following up with the candidates until he joins the organization 
· Coordinating with the clients for required JDs 
Soft Skills: 
A strong work ethic, doing whatever it takes to get the job done, results oriented personality.

Contributed to environments that encourage information sharing, team-based resolution activity, cross training and an absolute focus on resolving customer cases as quickly and effectively as possible.
· Ability to handle difficult situations with diplomacy and tact. 

· Strong interpersonal skills. 

· Ability to work efficiently and independently. 

· Good spoken and written communication skills 

· An understanding of computer systems 

· Accuracy with record keeping 

· IT skills

· A team player
· Excellent leadership and managerial skills
· Have good coping skills
· Able to motivate self, team or staff
PERSONAL PROFILE

Date of Birth

:   

22nd October, 1989.
Religion

:

Islam.
Nationality

:

Indian.
Marital Status

: 

Single.
License

:

Possess a valid driving license.


Languages Known
: 

Fluency in English, Urdu, Kannada, and Hindi.
Visa type

:
            Permanent Residence.            
Personal Characteristics:   

Very well Organized, Honest, Reliable, Articulate, and open to new ideas, Quick learner, Dedicated, Analytical, and Optimistic in Communicating with Clients / Customers & Vendors.

Communication Skills   :

Excellent communication with people of all ages & nationalities. Liaising with staff and 
other administrative departments. Public relations skills, excellent written language skills.
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