SUNITHA
SUNITHA.366421@2freemail.com 
Human Resource professional with 8 yrs of experience
PERSONAL PROFILE
Age / Marital status  : Female, 32yrs, Married

Nationality               : Indian

Current Location       : Ras Al-Khaimah, UAE

Salary Expectation    : Negotiable

OBJECTIVE
Looking for a challenging assignment in the  industry, to exhibit the skills and abilities which were gained.

PROFESSIONAL EXPERIENCE

(3) May '09 - Jan '13

Trimentus Technologies (P) Ltd, Chennai (Software & Management Consultants); 
Employed as HR (G 03) - Deputy Manager

Responsibilities:
· In charge of entire HR operations Across Locations.

· Recruitment functions – Budget for resources, Control hiring costs. 

Identifying candidates for the requirements through Campus Recruitment, Advertisements, Database, Job sites, Networking portals & salary negotiation for middle to senior level of contract and permanent placement staffing.

· Completing joining formalities .Introducing new hire to the functional dept.  - Allocation of resources like hardware, software, Mail ID, Employee ID, Induction. Opening & Maintaining personal file records for each employee.

Preparing Intent letters, Processing Appointment letters, Confirmation Letters and other letters, as the case required.

· Performance Management – Arranging mid term performance assessment & Yearly Appraisal.  

· Payroll

· Employee relations - Exit– Interview, Full & Final settlement process. Processing relieving letters. Executing and mentoring grievances and disciplinary procedures to ensure fairness and consistency.

· Reviewing, Developing and implementing Employee handbook projecting the company policies, HR policies and procedures in order to improve the effective delivery of HR solutions. Liaise with the Senior Management and appropriate stakeholders to determine views on complex and sensitive HR issues and be a part in the status & review meetings.
Achievements:
· Provided assistance for the implementation of ISO 9001:2008 in HR Functions.

· Ensuring the HR Functions appropriately organized and structured to meet the Business needs.
· Coordinated and executed all the functions by adhering to the rules and guidelines in accordance with company.
(2) Sep '07 - Mar '09

Teamlease Staffing Solutions (P) Ltd, Chennai (Recruitment & Staffing Services provider);
Employed as Sr. Executive

Responsibilities:
· Full life cycle recruitment process, business development for new accounts, professional services engagement for Talent Acquisition for domestic and international.
· Planning the requirements for revenue generation and Acquisition of right candidates for the organization’s requirement (IT & Non-IT stream) by cross verifying the talent pool with the departments which requires new hiring’s. Ensuring the hiring aspects in accordance with SLA’s & adhering to TAT.
· Involve & Interact with key Clients in gathering potential requirements and provide resource & follow up. Handling the escalated issue for the severity 1 client who were been not serviced for their mandate of resource requisition indulgently.  
· Been a SPOC, representing the organization, front ending the whole recruitment process, Coordinated with the line managers for the accounts dealt.

· Maintaining MIS, Mandate Status Tracker, documentation of daily activities, weekly reports.

· Conducting Induction for the new recruits for internal requirements, guide them to the process entirely. General announcements to the team.
Business wise:
· Acquisition of new clients & Retention. Involve in business development activities in order to deliver a strategic business output with an optimum cost & quality deliverance to the clients for their sourcing requirements. 
· Undertake ‘Turn- key’ assignments - Full life cycle. Take over new projects -platform wise & deploy the resources in client’s venue in order to explore IT consulting division.
Achievements: 

· Proactively built resume pipeline for regular requirements for specific domains. Develop pool for rare skills professional for urgency requirements. 

· Handled PAN accounts and built new client database by identifying them as prospective one and targeting them for business development of this esteemed organization.
· Have achieved the target of sourcing the right candidates & received appreciation for the same from the clients.
(1) Dec '03 - Aug'07

Wipro BPO Solutions (P) Ltd, Chennai (Leading provider of process solutions on a global delivery platform, located across & aboard India);
Started my career as Associate - HR (TED)

Responsibilities:
· Recruiting niche`skilled candidates for business process (production & support) that is been outsourced to the organization with Mapping modes like Head hunting & Industry mapping. (depends upon the priority of the open positions and the candidates)

· Schedule & conduct entry level interviews for the selected candidates. Negotiation of the CTC & Offer.
Achievements:

· Joined Wipro BPO and has proved to be a valuable asset to the company. Recognized for consistently filling approved vacancies in a timely manner with qualified candidates - Promotions & Awards. Awarded Best Performer based on Training, Quality and Internal Online Tests.

QUALIFICATION

Academics
· X grade (Matriculation board) – 1998, Chennai, T.N

· Dip. In Executive Secretaryship – '02, Chennai, T.N

· Bachelor of Computer Applications (B.C.A) – (Jun 2003-’06), Mother Teresa Women University, Kodaikanal, T.N.

· Masters in Business Administration - Human Resources (M.B.A – HR : on the course) in Annamalai University, T.N.
Computer Proficiency:
· Good working knowledge on Windows OS, MS-Office, Internet & e-mail. Worked on HRIS-HRMS  ERP's. Exposed to CRM Software’s, Database retrieval applications.
Languages Known:
· Tamil - Native

· Hindi and English – Fluent

CAREER SUMMARY
· Occupational contour describes about my professional excellence, spearheading with organizations - Wipro, Teamlease, Trimentus Technologies with valuable experience in HR & administration, Strategic Planning & execution, Business process management
· Excellent interpersonal skills, competent and ability to interact with people across org. levels, cultures and ethnic backgrounds
· Thrive in a teamwork-based environment with a room for allowing individual’s creative approach. Self-disciplined, commitment to excellence and adherence to deadlines

