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Objective

To be a part of an inspiring growth oriented organization, where my Human Resource Management expertise would be utilized towards the development of the organization
Professional Synopsis

· A Dedicated and focused Human Resource Professional with 8 years of experience in various functions of HR.
· Proficient in Recruitment, Induction, Training & Development, Employee Performance Management, Employee Engagement, Handling Employee grievances, Employee Retention activities, Exit Interviews.
Professional Qualification
· M.B.A. (2006 – 2008)

Human Resources & Marketing

University of Madras

· B. Sc. Computer Science (2001 – 2004)

University of Madras

· Advance Diploma in Information Technology

(National Institute of Information Technology)
Employment Overview

· Sidharth Foundations and Housing Ltd (March 2013 – Till Date)

Designation : Manager HR

· Kelly Services (India) Pvt Ltd  (Sept 2011 – Feb 2013)

Designation: Associate Consultant

· Hewlett Packard India Sales Pvt. Ltd (Aug 2010 – Aug 2011)
Designation: HR-Staffing Specialist

· Planman Consulting (India) Pvt. Ltd (July 2008 – July 2010 )

Designation: Research Associate
· HCL Technologies Ltd (September 2004 – March 2006 )

Designation: Senior Technical support Officer
Career Overview
· Recruitment &  Induction 

· Sourcing profiles through job portals, Employee referrals, Job posting & Consultants.

· Planning, organizing & coordinating walk-in interviews for different requirements.

· Screening and short-listing of profiles for technical and non-technical positions.

· Salary negotiations with identified candidates; managing advertising response, employee referrals and off campus recruitment; 

· Preparation of offer letters and Ensuring stable process for Offered candidates in terms of Joining Formalities
· Orientation to new joinees about the Organization Structure and policy related presentations. 
· Human Resource Development
· Preparing HRMIS Data, Attrition Analysis report & Monthly reports. 

· Meticulously prepared the HR Presentations for Corporate HR review meet / annual gathering and Monthly Review
· Propose and Implement a HR dashboard to capture and highlight key statistics on a periodic basis as required by the department. 
· Ensuring the implementation of application and adherence to HR Policies and Procedures. 
· Training & Development 
· Conceptualising and effectuating Training and Development initiatives for improving employee productivity, building capability and quality enhancement
· Determining training needs of employees through PMS and Skill Gap Analysis and Preparing annual training Planner focusing on supporting Business efficiency.

· Coordinating with External Agencies and Internal Training Faculty for Organizing the Trainings based on Business requirements
· Taking care of Pre & Post Training Evaluation and Consolidation of Training Feed Back and Analysis of Training Effectiveness 
· Employee Engagement
· Organizing Employee welfare programs such as Team outings, CSR activities, Festival celebration, Online events, Sports & Games, Family get-together, Best performer awards & rewards etc.
· Employee Query & Grievance Management- Appropriately manage the same as per the hr policies defined in the organization
· Conduct Open House Sessions with the employees
· Relieving Formalities:- 

· Preparation of Full & Final Settlement.  
· Facilitating Exit - Interview with respective panel members. 
· Accomplishments :
· Developed detailed Job Description (JDs) documents for all positions and connected to skill requirements.

· Developed Individual Development Plan (IDPs) for various levels of Executives.
· Involved in Preparing Annual HR Business Plan / Budget
· Computer Proficiency
· Proficient in Microsoft Office suite 
· Working experience in Taleo

Personal Skills
· Excellent verbal and written communication skills
· Logical Reasoning
· Ability to deal with People competently

· Quick learner, can adapt easily to new environment 
· Ability to multitask and prioritize work 

Personal Information

Father’s Name

:
Mr. Ismail


Relationship Status
:
Married


Date of Birth

:
09th August 1984


Languages Known

:
English, Urdu, Hindi & Tamil


Hobbies


:
Sports


Visit Visa


:
Visit
Declaration

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