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Career Objective

To pursue an excelling career in an organization that provides a challenging and an aggressive team oriented work environment and allows me to grow both professionally and as an individual.

Personal Strengths

· Excellent communication & Presentation skills. 

· Ability to work as a devoted team member. 

· Keen observer and good decision maker. 

· Multitasking
Educational Qualification

·  Master of Business Administration (MBA), India, Bharathiar University [June 2010]
· Bachelors in Science, Police Science & Criminology, India, M.S University. [June-2008]
Experiences 
Worked in Technologies as Sr. Executive HR& Admin from Apr 2013 – Oct 2014, Chennai, India.
Kadamba Technologies:
Kadamba Technologies is a product and services company providing cost-effective end-to-end solutions that are of high quality based on integrated IT and BPO services through practical application of software and technology
It focuses on ensuring that our product or service adds considerable value to our customer's business. Kadamba looks to set standards in the industry and be a forerunner in its domains of operation.

Kadamba provide high quality solutions to its clients across varied segments through a combination of technology skills, domain expertise and with a long-term commitment towards building client relationships.
Responsibilities: -

Recruitment and Selection:

· Identifying the vacancy status.

· Understanding requirements for various positions in the organization.

· Resume searching from, Naukri, References.

· Conducting tests and co-ordinating interviews.

· Planning for Employee Referral programs.
· Collecting students database, distributing posters in front of colleges, Institutes, play grounds to achieve the recruitment target.

    Induction & Orientation:

.
· Taking Induction training to all new hires and ensure smooth on boarding process.
· Conduct meeting with all new joinee before they get into production
· Carrying out joining formalities like filling personal info sheet, ESI forms, ID cards, Access cards,

Bank account opening, Pan card.
· Clarifying candidates on various issues i.e. reporting structure, HR related and salary components.
· File management
Exit Process:
· Co-ordinating & managing Employee Final Settlement with the help of finance dept. and sending circular to other departments at the time of relieving of an employee. 

· Handled the issue by giving warning through verbally or written (issuing warning letter) till termination of employees due to continuous absenteeism, no prior intimation before taking leaves, unable to reach assigned targets, lack of ownership & responsibility etc.
Employee Relations:
· Organise Meetings to understand the pulse of the employees.

· Organising Sports Tournament (Indoor and Outdoor games).

· Quarterly Award Functions for star performers, Best Team

· Arranging yearly outstation tour for BPO division and arranging Hi tea in local clubs in Chennai.

· Talent Management : Trainee to Confirmation, Promotions, Increments, Internal Transfers, etc

· Keeping all the employees data in finger tips to maintain close rapport
Policies & Payroll Management:
· Deriving HR policies and ensure the employees adhere to the policy.

· Monitoring Attendance to track Uninformed leaves/ Comp Off

· Running monthly payroll
· Running the incentive scheme for the organization. Attendance and performance based Incentive 

scheme, interacting with dept heads and getting approved before running the payroll.
Attrition:

· Attrition Management: Taking analysis on attrition with complete management of exit process i.e. Exit Interviews, closure of full & final settlements within TAT & ensuring zero error in the same.

· Ensure the attrition % doesn’t cross the company limit.

· Reduce attrition by effective communication with employees and addressing queries/issues on spot/

meet.

· Organise meeting with team leaders when the attrition level is higher

Statutory compliances:

· Monthly PF & ESI calculation and coordinating with accounts till dispatch the cheque before deadline.

· Professional tax calculation

· Handling various inspections like (Labour, PF , ESI)

HR Administration:
· Offer release, bank account opening, ID card coordination, sending details to the top management. 

· Verification of documents and employment screening/background verification of new joined employees.
· Issuing the offer/appointment letters.
· Organizing company’s Events, conferences.
· Coordinating with Pantry for organizing lunch for Visitors and small get together arrangements.
· Identifying, maintaining and Co‑ordination with vendor for supply ensures quality, obtain bills.

Management Information System:

· Updated list of DOB to staff and issue Gift & Greetings.

· Preparing Joining, Probation, and Confirmation Letters.

· Maintaining MIS of personal details of all employees.
Worked in Live Connections as IT-Recruiter from Feb2011- Mar2013, Chennai, India.
Responsibilities:

· Handling end-to-end Recruitment Process.

· Getting the Requirements from the Team Lead. 

· Understanding the job description and job specification of a particular vacancy.

· Identifying the corporate manpower requirements.

· Reference checking.

Sourcing and short listing:

· Sourcing of profiles from Job Portals/References/Database.

· Short listing Profiles with maximum accuracy, those match the requirement.

· Preliminary screening/short listing of candidates done by means of telephonic conversation.

Candidate Validation:
· Interacting with the candidates, giving them brief about the position, roles and responsibilities, technical requirement and checking their positional fitment based on this interaction will be assigned to respective technical interview.
· Validating the candidates based on their skill sets, CTC, communication skills and notice period, and choosing the right candidate for the requirement.

· Scheduling interviews for the short listed candidates.
Follow up:
· Follow-up with candidates on joining dates and convincing them if they have any issues such as Compensation negotiation, re-location, onsite travel etc.

· Maintain daily and weekly tracking report (including offers and joinees)

· Updating the records in internal database
Technologies Handled: 
· Active Directory, Network Engineer, Mainframe, Oracle DBA, Oracle APPS DBA, PL/SQL, Sybase, Testing, ERP (people Soft, Oracle SCM, SAP – SAP ABAP, Basis, CRM, MM, PP, SD, SD CS)

· Middleware Technologies, Java J2ee, Dot Net, C#, C++, Embedded Technologies, Data Warehousing, Mobile Technologies (Android, IOS)

· Niche Skills: Share Point with Meridio, Green plum (Developer & DBA), Ainitio.

Clients

Recruiting IT Professionals 
· iNautix, CSC, Polaris, Scope, RBS, Mphasis, Logica, L&T, Wellsfargo, Telcordia, Tech Mahindra, Igate patni

PERSONAL DETAILS

Age &DOB

: 26 & 10/06/1988.

Sex


: Male
Marital Status
             : Single.

Nationality

: Indian.

Visa Status

: Tourist Visa

.

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