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HR EXECUTIVE WITH NEARLY 2 YRS OF EXPERIENCE
PROFESSIONAL SUMMARY:

     Human Resource professional with nearly 2 years of experience in multiple HR functions including: Recruiting, Selection, Evaluation & Placement, Benefit Administration, Client & Vendor negotiation, Employee Engagement, Employment verifications & authorizations, Client coordination, Background Checks, Drug Testing and Employee Relations. Possess excellent knowledge in Project management, Onboarding as well as Offboarding the candidates, providing desk Support to employees and Labour Legislations & regulations.
VISION:
         Looking for a position of HR Executive/ Generalist where I can contribute to your organization with my Skill set, Experience and in turn mutually learn, grow and develop.

EXPERIENCE:

PRIDE TECHNOLOGIES LLC. -Tidel Park, India.

HR- Operations Executive- March 2013- April 2014

Summary-- An expert HR executive with proven expertise in implementing the policy and procedure. 
- Pivotal contributor to senior operating and leadership executives, providing leadership for multiple acquisitions, from due diligence to conversion.
ROLES AND RESPONSIBILTIES:- 

· Recruit potential candidates and Handle onboarding requests sent by Client contact or internal client coordinator and complete them on or before the candidates start date.

· Handle Grievances, Tax filing, employment letters, notices and all activities pertaining to complete candidate lifecycle management from time of onboarding to disengagement including any data changes affecting the candidate’s assignment details. Handle entry and exit formalities of employees as well.
· Process tax docs, timesheets and payroll for 500+ employees by managing internal applications to ensure employees are paid accurately and billing is done on time.

· Responsible to update both Client and internal applications & softwares at every step.

· Continuously co-ordinate with client/candidate/internal client coordinator by email, phone and video conferencing to ensure all required information is collected in order to ensure timely delivery of resource to client.

· Coordinate with Employment Verification, Reference check, Visa work, Employment authorization, Drug test, Background check, Fingerprinting companies and conduct these tests for every candidate being on boarded based on client specifications.
· Reach out to the relevant Project and Program Managers when a new process needs to be rolled out and coordinate the transition with the team and related departments.

· Participate in client interactions and inter-departmental interactions to address invoicing and process issues to streamline or to resolve bottlenecks through data management, data mining and reports analysis.

· Trained new team members, subordinates and conducted professional development training in various areas such as business communication, MS Office, internal tools etc. to derive management implications and directions for Team development.

· Escalate issues to reporting manager appropriately and maintain periodic reports for all transactions processed. Also, Guided and managed a 3 member team.
· Maintain high standards of customer experience at all times and add value to improve processes for operations efficiency. 
· Analyzed the process requirements of client accounts and prepared data management and tracking tools through excel as required to arrive at efficient methods of processing project information.  

JMA Information Technology- India Land Tech park, India. 

US- IT & Non-IT Recruiter- July 2012 to February 2013.

Roles & Responsibilities:

· Interacting with the clients and managing end to end recruitment activities.

· Sourcing profiles through various sources like Job Portals (Monster, CB, Dice, Corp2Corp, Indeed, etc), References and other Social networks (LinkedIn, Facebook and Google) according to job requirements.

· Conducting the Qualifying and Initial Pre screening telephonic interviews with the eligible candidates and Follow-ups with the candidates prior and Post joining.
· Scheduling and arranging for Face to Face interviews with the clients and coordinating with the candidates. 
· Preparation of Reports, maintenance of records and updating databases.

· Entering data and updating Applicant Tracking software – CATS and Bullhorn.

· Recruited Indian IT candidates for employment in Middle East countries (UAE, Saudi Arabia and Qatar), United States, Brazil and Canada.
· Recruited for IT, ITES and Non-IT clients.

· Recruited for Operational Level, Middle level and Top level Management.

· Recruited for the domains like IT, Retail, Logistic, Telecom, Travel, Engineering, Tax & Auditing, US Federal Clients (EPA, USDA) etc.
· Handled bottleneck situations and Worked on deadlines and targets.

EDUCATIONAL QUALIFICATION:
	Course
	Discipline
	University/Board
	Year of passing
	Percentage of         marks or CGPA

	M.B.A.(Master of Business Administration)
	Human Resource and Marketing
	Anna University
	2012
	7.9 CGPA

	D.L.L (Diploma in Labour Law)
	Labour Law and Legislations
	Madras university
	2012
	60%

	C.I.P.M.(Certified in Project management)
	Project management


	Indian project management

Association (Member of International Project management council)
	2011
	NA

	B.B.A. (Bachelor of Business Administration)
	Business administration & Management
	Madras university
	2010
	66%

	H.Sc.
	Commerce and

Computer application.
	State Board
	2007
	86%

	10th
	General
	Matriculation
	2005
	67%


SKILL SET:

· Interpersonal, Documentation and Administration skills.

· Had been training in Life at Leadership for Overall Development.

· Technical skills: a) Knowledge and experience of using Applicant tracking software and related database systems- CATS, Bullhorn, Beeline, Fieldglass, Launch, etc.

 b) MS-Office tools: Word, Excel, PowerPoint, Outlook and Onenote (Professional Working Experience of 2 years).

 c) 1+ years of experience in using SharePoint and client specific softwares.

LANGUAGES KNOWN: Professional Proficiency (To read, write and speak)
· English, Malayalam and Tamil.

ALL THE DETAILS FURNISHED ABOVE ARE BACKED BY VALID CERTIFICATIONS.
Gulfjobseeker.com CV No: 57786


Mobile +971504753686, +971505905010  


cvdatabase[@]gulfjobseeker.com


To contact this candidate use this link


�HYPERLINK "http://www.gulfjobseeker.com/feedback/contactjs.php"��http://www.gulfjobseeker.com/feedback/contactjs.php�





�








