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PROFEESSIONAL SUMMARY
A Post Graduate in MSW (Human Resource -HR & Industrial Management) with 4.5 year of experience in HR specially in Recruitments, Training, staffing, employee engagement activities, Headhunting and HR generalist role. Seeking a challenging job to deliver best of my skills and make best use of my efforts in gaining experience.
SKILLS
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Recruitment/staffing                                                 [image: image4.png]


  Training Programs               [image: image5.png]


Negotiation                                                                 [image: image6.png]
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Interviewing                                                               [image: image8.png]


  Union Grievance resolution [image: image9.png]


Employee coaching                                                    [image: image10.png]


  Self –Motivated           [image: image11.png]


Performance management systems                          [image: image12.png]


  Strong Verbal communication      [image: image13.png]


Records maintenance                                                 [image: image14.png]


  Conflict resolution                [image: image15.png]


Benefits administration                                             [image: image16.png]


  Powerful Negotiator               [image: image17.png]


Team leadership                                                         [image: image18.png]


  Budgeting and finance
WORK HISTORY 
Sr. Executive HR/ Admin                                                                              
12/2013 – 02/2015
· Recruitment .Developed and facilitated all new-hire orientations.
· Issuing offer letter and appointment letter & taking care of on boarding Formalities.
· Conducted employment verification and investigations.

· Built a comprehensive employee recruiting strategy

· Developed and facilitated all new-hire orientations.
· Maintaining Records & Registers.
· Juggling phone Calls, handling mail & offering administrative advice when needed.

· Managing calendar, making travel, Meeting and event arrangements.

· Training and supervising other support staff.& customer relations & Office maintenance.

· Opened and properly distributed incoming mail.

· Helped distribute employee notices and mail around the office.

· Coordinated, scheduled and arranged meeting and travel calendars, including business and social events.

· Led a comprehensive training for few staff members.

· Conducting various employee engagement activities monthly and Rewards & Recognition

· Handling Employee grievance & issues at store level.

· Exit interviews.
Executive -HR

Prateek Apparels Pvt. Ltd- Bangalore, India                                                 07/2012 – 10/2013
· Recruitment and Selection.

· Reviewing resumes and applications.

· Conducting recruitment interviews and providing the necessary inputs during the hiring process.

· Working with recruitment agencies to source for candidates for specific job positions. Proficient in handling consultants & using Job Portals.

· Conducting first round of telephonic interview for the candidates to schedule interviews.

· Talent Acquisition & Human Resource Planning- Hiring at Corporate/Regional/Store levels.

· Maintaining HR records, such as those related to compensation, health and medical insurance.
· Preparing and submitting all relevant HR letters/documents/certificates as per the requirement of employees in consultation with the management.
· Conducting employee orientation and facilitating newcomers joining formalities.
· Induction and On-boarding.
· Keeping a track of the attendance of the employees.
· Performance Management - Helping the seniors do performance appraisal in a better way by adopting better appraisal practices.

· Employee Engagement -Keeping a track on employee turnover and exit rate.

· Workforce Management. Handling the staff so that people are not dissatisfied with each other. Handling cross culture things.

· Handled understaffing, disputes, terminating employees and administering disciplinary procedures.

· Preparing letters such as offer and confirmation experience.

· Statutory Compliance Leaves – as per the act that is applicable. Minimum salary PF/ ESIC / Medical deductions as applicable other compliance.
· Compensation and Benefits. 

· Designing the salary structure for employees. Preparation of salary statement.
· Preparing and processing timely distribution of salary, bonus, increment salary slip, leave encashment and full and final settlements.
· Exit Formalities. Conducting exit interviews for employees and recording them accordingly.
HR –Officer
Spencer’s Retail Ltd Bangalore India                                                                  10/2011 – 07/2012
Welfare Officer/ HR Executive                                                        

Gokaldas Exports Bangalore India                                                                      09/2010 – 10/2011
EDUCATION
M.S.W: Human Resource- HR & Industrial Management
School of Social Work, Roshni Nilaya, Mangalore affiliated to Mangalore University 
Secured an aggregate of 64.00% and got First class.                                                   2010
Bachelor of Arts: Psychology Criminology, English Literature
School of Social Work, Roshni Nilaya, Mangalore affiliated to Mangalore University
Secured an aggregate of 62.45% and got First class.                                                   2008
CERTIFICATIONS
Post-Graduation Diploma in Self & Professional Development (PGDSPD), Roshni Nilaya, Mangalore. Secured an aggregate of 67.80% and got First class .                2010

INTERESTS
Computing, Socializing with friends, Gardening, Exercise & Dancing
.
PERSONAL INFORMATION

· Date of Birth
               :  20/12/1987
· Gender

   :  Female

· Nationality

   :  Indian

· Marital Status
   :  Single

· Languages Known
   :  English,Hindi,Kannada,Konkani,Tulu

· Availability                    :UAE, Ajman
· Relocation  

    :Yes
           I do hereby declare that the particulars of information and facts stated herein above are true, correct and complete to the best of my knowledge and belief. 
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