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Dhanya
Dhanya.368548@2freemail.com 

PROFILE SUMMARY 

	8 years of experience in:

· Recruitment, 
· Employee Engagement.

· Employee Grievance

· Operations.
· Customer Service 


	· Result oriented Professional with 8 years of total industry experience in diverse fields like Implementation on new HR Policies, Induction, Employee Engagement, Employee Grievances, Finding new talent, Operations and Customer Service.
· Team oriented and safety conscious, keen to apply organizational skills to a dynamic customer service oriented team.

· Executing initiatives in support of business objectives and corporate goals. 

· Strategic problem-solver who drives Customer Service initiatives to realize bottom-line results and enhance employee engagement in the pursuit of organizational objectives. 

· Established credibility in spearheading procurement plans / strategies and vendor identification / development with focus on strengthening effectiveness

· An effective communicator with good presentation, analytical, negotiation and relationship management skills



Business Essentials includes 


Proactive, professional and presentable nature.
Quick Learner & Good Understanding regarding Products and Processes.
Quality Conscious. 

Flexible to take up different assignments.

Responsiveness and follow up work to closure.
Minimal supervision required.

Motivated & Positive Approach.

Result & Team Oriented.

Collaborative.

Ability to Multi-task.

Accountability for own work.
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PROFESSIONAL EXPERIENCE

1. HR Executive
                Optimum Infosystem Pvt Ltd,   Bangalore, India                                   

(July '2015 – Feb ‘2017)
· Managing the team and ensuring the right candidates get in with right knowledge.  

· Constant follow up with the candidate once the offer is rolled out till the candidate joins the company.

· Conducting the last round of interview (HR round) for the selected candidates.

· Conducting induction program for the new joiners so that they are familiar with the company policies and procedures.

· Responsible for Implementation on new HR Policies.

· Responsible for handling and resolution of queries of more than 250 employees.

· Responsible for preparation of offer letters, experience letters, appraisal letters, contract  extension letters and other bonafide letters.

· Responsible for handling HR compliance – Statutory audit for different clients on a monthly basis as per Shop and Establishment act along with the help our External Consultant / Auditor.

· Conducting Background Check for internal employees and for Coordinating with other vendors for Consultants and follow up for the BGC report.

· Preparation of Monthly reports like Attrition reports, Employee detailed tracker, Offer Joining tracker, Master Database to finance team for salary processing and accurate analysis of MIS and reports.

· Sending periodic reminder emails to Account managers , Business partners upon the culmination of contract of Consultants for the renewal or Appraisal and also any queries or concerns raised by consultants where the detailed attention required for smooth transition    
2. HR Associate for IT units (Contractual role) 
        
Datamatics Global Services Ltd, Mumbai.






(Apr 2014- July 2015)
· Responsible for maintaining query resolution for 292 employees.
· Induction, Monthly meets, Client Visits

· Co-ordinating with HR Operations team

· MIS

3. Recruitment Consultant 
         Inventurus Knowledge Solutions and Practo Technologies 






(2012 & 2013- 14)
Accomplishments:

· Recruiting consultants through job site engines, referrals, in-house database and own pool of candidate database and cold calling.
· Positions handled - Sales, Non –IT and Support from Junior to Mid level
· MIS
4. Export Assistant (Contract)
BASF India Limited.








(Feb 2010 – Apr 2012)
Accomplishments:

· Preshipment & Post Shipment documentation
5. Export Officer 

Sequent Scientific Limited.

Accomplishments:

· Preshipment & Post Shipment documentation
· Sending quotation mails to customers
· Checking of bills ( Freight & CHA) and follow up payment with finance department
Educational summary and Certifications: 

· MBA in Operations Management

· Bachelor's degree in Commerce
Tool Exposed & Used
· Conduct periodic checks and mock audits for conformance with the quality policy. Help in preparing the project plan in line with the corporate quality policy and quality management system.
Computer Skills: 

· Course in MS Office.

· End user of SAP R/3 MM 
AWARDS

· Received acknowledgement for “Dedicated Service” in HR in 2015 from Optimum Infosystem[image: image2.png]
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