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Summary:
MBA from ICFAI National College with Specializations’ in HR & Marketing, Highly Dynamic, Efficient and Effective HR Professional with around 7+ years hands on experience in  Talent Acquisition & Assimilation, Recruitment & Staffing,  Employee Relations; including Organizational Development, Compensation & Benefits Program, Performance Management; including Training & Development, Resource Management and operational management .
Career Objective:
To be associated with a progressive organization which can provide me a dynamic work sphere to extract my inherent skills, to further work for the organization's objectives and my career in the process. Learn continuously through experience to enhance my competencies and to contribute effectively in the development of the Human Resources of the organization.
Strengths: 
· Positive Thinking    


 

· Ability to work under stress 

 

· Ability to understand and analyze  
 
· Hard working and Self-Motivated 
 

· Excellent Communication & Interpersonal Skills                                                     

Professional Experience:
· Working with Redha AL Ansari Exchange, Dubai as Human Resources Assistant – April 2015 – July 2015.
· Worked with EGS Info Tech Pvt Ltd., Visakhapatnam as Manager HR – April 2013 – February 2015.
· Worked as Team lead HR in Yalamanchili Software Exports Ltd. Visakhapatnam – June 2010 –February 2013.
· Worked as an HR Asst. Manager in Bhoomatha Real Estates Visakhapatnam – April 2009 to May 2010.

· Worked as a Customer Service Executive with sales in H.S.B.C. Visakhapatnam, For Retail services customers at USA. For a period of 16 months from April 2006 to July 2007.
HR Assistant in Redha Al Ansari Exchange, Dubai  (April 2015 – July 2015)
Key Responsibilities- End to End Generalist HR & Administration 
· Responsible for End to End Human Resources Recruitment & Management function ensuring the creation of amicable and transparent work environment that fosters business growth.
Manager HR in EGS Info Tech Pvt Ltd Vizag (April 2013 till February 2015)
Key Responsibilities- End to End Human Resources & Administration 
· Responsible for End to End Human Resources function ensuring the creation of amicable and transparent work environment that fosters business growth.

· HR related Coordination with Head Office – (US)
· Complete Recruitment cycle
· Joining and induction & People management

· Payroll Management & Attendance
· Employee relation and Welfare 

· Training and Development

· Performance Appraisals

· Employee grievances redress
· Employee Relieving and Settlement

· HR policy related functions End to End 
· Compensation and benefit management
Key Responsibilities- End to End Office Administration 
· Responsible for End to End Office Administration in Vizag Office.

· Coordination with various office support services, including purchasing and facilities management.
· Selecting office vendors and supervising purchasing processes and maintenance staff and coordination of regular building maintenance staff.
· Coordination with Head Office regarding all the Operations in Vizag Office.
Team Lead HR in Yalamanchili Software Exports Ltd Vizag (June 2010 to February 2013)
Key Responsibilities- End to End HR Role.
· Responsible for the Human Resources function ensuring the creation of a work environment that fosters business growth. HR related Coordination with Branch and Head Offices.
· Identifying requirement, Job description creation, posting position Online and in portals, interview process, salary negotiations and employment verification.

· Issuing Offer letter, Appointment letter, Confirmation letter and Appraisal letters 

· Leave management includes Preparing Salary Advice and Loss of Pay details.

· Maintaining database of all the employees and generating various reports.

· Ensuring prompt resolution of employee grievances to upkeep employee morale and satisfaction.

· To maintain overall confidentially in the department wherever required.

· Keeping track of Employee personal files.

· Provide complete, accurate, and inspiring information to candidates about the company.
· Conducting Joining formalities, Verifications and HR induction of the prospective employees 

· Market relevant compensation, policy and benefit practices.

· Updating job role based on changes in organizational & process level targets; driving Performance Improvement Plans.

· Steering competency framework to drive performance levels and supporting the appraisal process.

· Participate in developing and implementing all solutions related to Human Resources development to include job analysis and evaluation, Compensation and benefits, competency frameworks, performance management, career development and succession planning.

· Receive no NCs in case of Audits; SLA adherence for recruitment and selections; Benchmarking through external checks for the quality of the intake. 

· All Management Compliances contribution are maintained (PF, ESIC)

Asst Manager HR in Bhoomatha Real Estates Vizag (Apr 2009 to May 2010)
Key Responsibilities-

· Interviews

· Joining formalities

· HR inductions- given to the new joiners

· Data Maintenance

· Sales & Management activities

· Employees Salary & Commissions
· Employee Grievances.., 

Customer Service Executive with sales in H.S.B.C (April 2006 to July 2007)
Key Responsibilities:
· Customer Service to Retail Customers of HSBC in the US.

· Account Information, Monthly Statement Clarifications, Monthly Payment Plans etc., explanations.

· Handling all the quires regarding the account and various other HSBC accounts of the customer according to the policies and procedures.

· Handling closure of A/C of the customers.

· Sales of HSBC products like Credit Keeper & Account Secure to customers.
Management Thesis:
· A study on customer satisfaction levels with respect to Maruti swift cars in Hyderabad.

Live Projects:
· A study on attribution of the employees of Green Park Hotel. 
Learning:
· The study was based on the 50 employees of Green Park Hotel in various fields of work.
· The study focused on the internal and external attribution of the employees showed that they look for internal attribution when performance is concerned.

Summer Internship Program:
· Worked as an HR Executive in Relish Information Technology in Tarnaka, Hyderabad.
HR Executive in Relish Information Technology in Hyderabad (Mar 2008 to Jul 2008)
  Recruitment

· Completely handling all phases of the Recruitment Life Cycle.  

· Good experience Sourcing, Screening, and Posting Ads with online resume databases like i.e. Naukri.com, Monster.com and Placement agencies.

· Good experience in IT, ITES, BPO service, manufacturing and pharma pre and post recruitment activities.

· Lead the complete events from sourcing of profiles via mailer campaigns & posting, lining up the candidates to closers. 

· Communicating with US client on Software skill requirement in different phases of project life cycle.

· Major customers being Satyam, 24/7, WIPRO, ACCENTURE, MAX NEWYORK LIFE INSURANCE, ETC.,

· Handled Client Meeting with the company, Attending Calibrations for the recruitment.

· Conducted Campus recruitment.

· Training in Basic English.
Learning:
· Having worked as an intern for a period of 16 weeks from March 2008 to July 2008 in RELISH has exposed me to the real corporate world.
· Main preference was to recruit graduates to major multinational companies in the BPO sector, like SATYAM BPO, WIPRO, ACCENTURE, 24X7, MAX NEWYORK LIFE INSURANCE, ETC.,
· Have given training for more than 20 people in spoken English.

· Conducted campus interviews to select fresh graduates.
· Targets assigned were to recruit 10 people to be placed in mnc`s
· Attended calibration class for 24x7 company`s recruitment process.
Activities and Honors:

· Received a Customer Appreciation letter in MAY 2007 in HSBC.
· Received a Pre Placement offer from Relish information technologies with a pay package of 2.2 lacks per annum.

· Received corporate honor from Relish information technologies for summer internship program.
Education
· PG Diploma in Industrial Relations & Personal Management from Annamalai University 2012.
· Masters in Business Management from ICFAI National College 2009.
· Bachelor of Science Bio Tech from Andhra University 2006.

· Intermediate BiPC from Narayana Jr. College, Visakhapatnam 2002.

· SSC from Little Angles High School, Visakhapatnam 2000.
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