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RESUME                
A. Swathi

Email: swathi.saphr27@gmail.com


Career objective:

                           A career in a Seeking a creative, challenging and growing oriented career to enhance my skills and to excel it by hard work and determination, to seek a position that involves challenging projects with scope to learn and contribution
Work Experience:  
                            I Have 2 Years Experience as a HR Executive 
Name of the Company: NSL Group of Companies PVT Ltd. Hyderabad. 
Designation                  :  HR Executive

Roles and Responsibilities:

· Leave Records Maintaining

· Attendance Keeping

· Issuing various letters like Confirmation, Appraisals & Relieving letters etc.

· Keeps  Informed  management and employees about changes in HR policies/practices/procedures

· Office Administration.
· Handling Employee Transfers & Relocation

· Performance Monitoring  & Appraisal

· Responsible for work Plan review on Monthly/Quarterly/Half yearly/Yearly basis

· Handling Reliving formalities like Full & Final Settlement, Exit Interviews, Reliving/Experience letter etc
· Provide support for manpower planning, recruitment and selection process

· Employer’s contribution towards ESI and PF withdrawal/transfer

· Make Full & Final Settlements for employees

· Leaves and attendance management.

· Recording time sheet data, payroll processing

Recruitment:
· for Employee Code generation and HRMIS

· Issuing Offer & Appointment 

Co-coordinating with ID & Access Recruitment

· Independently handling entire gamut of Technical and Non-Technical Recruitment (PAN India)

· Recruiting Talents from various sources like Portals (Naukri, Monster), Consultants, social media networking (Facebook, LinkedIn, Twitter), Head Hunting & Referrals etc. 

· Negotiating with candidates for offer & Remuneration acceptance

· Checking Employees’ reference  through various sources(Consultants, Direct phone calls and E-mails)

· Coordinating with Consultants for various permanent staffing requirements.

· Co-coordinating with temp staffing vendor for various recruitment needs 
On Boarding:
· Induction  

· Taking care of all Joining formalities {Joining forms & Bank A/C openings}.

· Checking the new joiner’s educational and past experience certificates. 

· Preparing New Joiner data cards Vendors for issuing Cards
Educational qualification:
	Name of the Course


	Name of the School/College
	Board/ University
	Year of Passing

	        MBA
(Human Resource &

Marketing)
	Mantra school of business management, Hyderabad.
	Osmania university
	    2012-.2014

	BSC(MPCs)
	Ramakrishna Degree College
	Kakatiya university
	    2009-2012


Ambition:

I want to become a senior level HR Manager in the company.

Technical Skills:

Operating Systems: Ms-Dos, Windows XP, Windows7.

Languages             : C, Java.

Packages              : MS-Office.
ERP Skills:

SAP HCM (HR) 6.0

Strengths:

· Active commitment to the work.

· Self motivated and positive attitude

· Ability to work for deadlines.

· Open and willing to learn new things.

· Leadership and addressing qualities.

· Straightforward and work minded.

· Interested in typing.

Personal profile:
Name



:  A. Swathi

Father’s Name

             :  Sattaiah

Date of birth


:  27-12-1990

Nationality


:  Indian

Religion


:  Hindu

Languages known

:  English, Telugu, Hindi
Marital Status                              :  Married

Visa Status                                   : Visit Visa from 5th July to 28th September            
