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	AREAS OF EXPERTISE

· Talent Acquisition

· Performance Management
· Employee Engagement

· Conducting job fairs
· Attrition Management

· Bulk hiring
· Training and Development
· Vendor Management

· Business development

	
	An MBA - HR PROFESSIONAL WITH 6+ years experience in HR Management 
Professional Synopsis

· A result oriented professional with 6 + years of experience in different HR functions.Extensive experience in Managing full cycle of BFSI sector  recruitment right from  inviting applications, screening right candidates, taking interviews, forwarding profiles, salary negotiation and documentation.
· Strong coordinator with hands on experience in Conducting job fairs and bulk hiring.
· Hands on experience in Performance review and performance appraisal. .


Career Accountabilities

Worked  India  as Assistant   HR Manager from Dec 2013 to January 2015
Handling Human Resource activities of 172 Branches and 600 + Employees
Recruitment & On boarding.

· Planning human resource requirements in consultation with the heads of different functional & operational areas and conducting selection interviews of candidates in various levels

·     Managing end to End recruitment cycle starting with search,screening &  onboarding potential candidates after the assessment of interest,Various interviews, background verification, documentation,salary negotiation and offer release.

· Onboarding new joinees  and arranging induction

· Creating Employee code and Issuing employee ID card.

· Coordinating for their final evaluation and processing their confirmation upon successful completion of the orientation

· Settling financial accounts and organizing exit interviews at the time of exit of an employee
Payroll and HRMS
·     Updation of HRMS by entering new joinee salary details,Notice period, attrition etc.

· Updation of salary changes in HRMS due to salary hike, Promotion Etc.

· Verifying and sanctioning Annual Leave Encashment.

·    Ensuring Salary hold/releases, Leave without pay, and pending dues recovery
Performance Management

· Collating and preparing reports for appraisal system as per performance review and development plan/based on KRA 

· Periodic review of the performance of employees in consultation with branch Managers,Regional Managers and Zonal Manager.
· Drafting the Probation/confirmation/revision/increment/promotion letters according to the rating of appraisal system by respective departmental heads.

· Coordinating appraisal process across the levels and establishing framework for substantiating performance appraisal system linked to Reward Management

Training and Development

· Identifying the training needs of the employees in consultation with various reporting managers and suggesting training department to arrange training.

· Coordinating for the preparation of training calendar .

· Organizing induction programmes for the new joiner’s, facilitating Management Development Programs to improve operational efficiency  and soft-skills .

Compensation and Benefits 

· Designing and implementing remuneration and other reward systems to maximize performance

· Managing the payment of bonus, full and final settlement for outgoing employees

· Scrutinizing and verifying EPAS rating after obtaining performance report from the Regional Mangers and recommending it for sanction.
Employee relations and grievance handling

· Resolving employee issues and grievances

· Ensure staff discipline, Punctuality and compliance to the organization policies

· Issuing Show cause memo, Warning letter and circulars.

· Implementing best HR practices to build a healthy relationship with employee
Administration other Areas
Creation of ESI Sub code for the newly opened branches  and ensuring the timely payment of ESI by the branches

Guiding the branches to entering and allotment of Insurance numbers

Issuing various transfer orders and deputation orders and ensuring the smooth functioning of branches
Ensuring the seating capacity,telephone connection,computers, creation email id for various branches in coordination and  consultation with various departments.
Worked with CAREER CAFE CORPORATE SOLUTIONS in India as Senior Executive-HR  from December 2010 to December 2013
 Growth Path
        Lead recruiter  - December 2010 to December 2012

        Senior  HR Executive- December 2012 to December 2013
Duties and responsibilities

HR recruitment.

· Handling End to end recruitment activities –In house and sourcing for vendors.
· Posting jobs on job sites and downloading resumes according to the required skill set. Collecting resumes through employee references. Head hunting candidates through references, known resources.

· Sourcing the profiles through Job portals like  Naukri,Monster,Timesjobs.com,social networking sites,Referal agents,print media,electronic media etc. 

· Studying and analyzing the requirements given by the HR heads.

· Allocating the requirements to team members.

· Conducting aptitude test, telephonic round interview,VC interview and short listing the candidates.

· Onboarding,Salary,notice period negotiation.

· Conducting job fairs,mass recruitment
Responsible to achieve individual and team target.
· HR Coordination.
· Interacting with HR managers for new requirements .
· Handling Key account clients
· Processing the sourced CV to HR heads  and arranging interview

· Taking feed back from the HR heads after interview.

· Interacting  with Branch managers, Area Managers ,Line managers to get clarity on job descriptions, work level, industry & role specifics.
· Regular meeting with Key clients and analysing manpower planning.
Administration/Generalist

· Preparing and raising invoice.

· Attendance/Leave management

· Salary calculation and processing.

· Designing and implementing  recruiters incentives schemes.
Worked with WORKMATES in India  as an Assistant Manager – Recruitments  from March  2008 to November 2010
      Growth Path

       HR recruiter  - March 2008 to Sepetmber 2008

       Senior Recruiter – September 2008 to December 2009

       Assistant Manager Recruitments -  December 2009 to November 2010

       Duties and responsibilities:
· Handling End to end recruitment activities.
· Posting jobs on job sites and downloading resumes according to the required skill set. Collecting resumes through            .      employee references. Head hunting candidates through references, known resources

· Handling all the Key Accounts(TATA Tele services,VODAFONE,Maxnewyork life etc).
· Responsible for entire revenue generation of the branch.

· Issuing offer letter, taking care joining formalities and conducting Induction.

· Handling a team of 6 HR executive.
· Assigning the target to recruiters and evaluating the the performance.

· Salary calculation and processing, attendance and leave management.

· Salary negotiation and follow up with the offered candidates and keep track on their joining dates.
· Conducting Exit interviews.
Career Achievement
· Made WORKMATES second best channel partner in Bangalore for Kotak life insurance and received award in 2009.
· Conducted Mass hirining for  APCO TATA automobiles new branch and closed 90% of the requirements
· Expereince in recruiting candidate for Insurance ,Securities,Banking,Retail, Automobile, Telecom,Publications,BPO,FMCG FMCD and Pharmaceutical industries.
Education
· Master of Business Administration (Human Resource Management),ICFAI university-2008
· Batchelor Of Science  from Kannur Univesity-2006
Personal Information

· Nationality              : Indian

· Gender                      : Male

· Visa Status              : Visit Visa 
· Date of birth           : 27th  May 1986
· Languages known: English, Hindi,Tamil and Malayalam 
