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E-Mail: khaja.382096@2freemail.com 
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Summary

5+ years of Experience in (Assistant Manager HR) playing key role in the organization functions like HR recruiting Joining, Induction, Background Verification, Grievance Handling, Event Management, Exit Formalities, Relationship Building, MIS Reports, Vendor Management, Co ordination, Leave and Attendance Management, Recruitment, Compensation and Benefit, Statutory Compliances.
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Objective:

To excel in life both personally and professionally by focusing on the goal and completing the work with perfection through full sincerity, zeal and diligence.
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Educational Qualification:

	
	Degree
	
	Institute & University
	
	Years Passed
	

	
	
	
	
	
	
	
	

	
	Bachelor of commerce
	
	Osmania University
	
	2009- 2012
	

	
	
	
	
	
	
	
	

	
	Intermediate A & T (Accounts &
	
	Wesley Jr College Board of
	
	
	

	
	Taxation)
	
	Intermediate Education
	
	2009
	

	
	
	
	
	
	
	
	

	
	
	
	
	Dayanand High School under
	
	
	

	
	S.S.C
	
	Board of Secondary Education
	
	2006
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	Technical Skills :
	
	
	
	
	
	

	
	
	
	
	

	
	ERP
	: SAP R/3 (FI/CO) 6.0
	
	

	
	Programming Languages
	:  PGDCA,DPCA. & MANNUAL
	
	

	
	Diploma In
	: Tally ERP ,Quick Book & Peachtree.
	
	

	
	Software Packages
	: MS Office(Word, Excel and Power Point) and Net Browsing.
	

	
	Operating Systems
	: Windows.
	
	

	
	Integration
	: FI/CO SD and MM
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Work Experience:
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Duration :- 4th January 2016 to 10th January 2018 I-Globus Consulting Pvt. Ltd. ( Services)

Multiple clients- Wipro, Smart drive U.S based international , ICICI bank ,and RELIANCE.
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Designation: - Assistant Manager – HR

Reporting :- Business Development manager cum HR Manager

Roles & Responsibilities.

· Business development.

· Client relationship.

· Visionary leadership

· Ability to motivate a workforce

· Effective management and delegation

· Communication and negotiation

· PR and presentation skills

· Understanding of a multi-faceted business operation

· Strong financial acumen

· Planning and forecasting

· Complex problem solving

· Effective decision making

· In charge for the HR Operations for 450+ employees & : - On-Boarding to Exit formalities of employees.

· Joining Formalities & Induction :-  Taking care of Induction on Pan India Level.

· Monthly MIS and updating of Organization Structure, Monthly Head Count, Attrition.

· End to End Payroll which includes investment declarations, New Jinee details, Salary deductions, Full and Final Settlements, reimbursement pay etc

· Maintenance of the Personal Files and Documents of employees.

· Handling End to End employee Insurance Policy & Claims.

· Monitoring and maintaining the details of attendance & leave records.

· Preparing the Salary Breakup, issuing Offer and Appointment Letter to selected candidates

· Managed the payroll system.

· Developed and maintained personnel record systems in accordance with current legislation.

· Updating Policies & Processes.

· Performance Management System (PMS)

· Employee Engagement Activities.

· Junior Management Recruitment.

· Active Participation in Audits :- Statutory Audits, ISO Audits, Security Audits.

· Vendor Management.

· Day to Day Grievance Handling.

· Conveyance and Other Reimbursements.
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DIGIKNOTS  INDIA PVT. LTD.

Duration :- July 4th 2012 To December 28th 2015

Designation :- Admin HR

Joining Formalities:

· Handling employee first day induction and other joining formalities.
· Updating  details of new joiners’, Hiring, generating employee codes.
· Intial verification, documentation.
· Co ordination with recruitment team for joining of new employees.
· Tracking, updating and maintaining the files of employees both personal and in systems
Confirmation :

· End to End Confirmation Process.
· Verifying Vouchers for education reimbursement and maintaining the tracker for the same.
Exit Formalities:

· Handling Exit formalities.
· Issuing Experience and relieving letters to the employees.
· Completing the clearance formalities.
· Maintaining data for exit analysis.
· Handling full and final settlement of the employees.
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Recruitment:

Involved in End to End recruitment. Screening, short listing, mapping skills with existing requirements, interest check, scheduling interviews, salary negotiations, final closure and regular follow

· Responsible for understanding technical requirements, initial screening, short listing resumes - through jobs sites/ portals, internet search strings, database.

· Responsible for scheduling and arranging technical interviews.

· Conducting HR Interviews for short listed candidates.

· Responsible for closures - including salary negotiations.

· Campus Recruitment

· Involved aggressively in Walk-in Interviews.

	Personal profile:
	
	

	
	
	

	•
	Date of Birth
	: 28th November.

	
	
	

	•
	Nationality
	: Indian

	•
	Gender
	: Male

	•
	Languages Known
	: English Hindi & Telugu.


Declaration :

I hereby declare that all the information furnished above is true to the best of my knowledge and

belief.

