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OBJECTIVE
Aspire to pursue a career in the field of HUMAN RESOURCES. 

EXPERIENCE SUMMARY
Competent and diligent individual qualified with PGPM HR with 6+ years of experience in HR. Proficient in Recruitment process, Employee Engagement, Employee Welfare, HR compliances, Grievance Handling, Performance Management, Employee Retention.
WORK EXPERIENCE
Company Name
: SmartERP Consulting Pvt Ltd (Formerly Citagus Software Pvt Ltd)

Designation

: Senior HR Executive

Duration

: June 2010 to June 2015
Roles and Responsibilities:-

· Identify staff requirements and provide support to the project heads in recruiting, interviewing and selecting applicants

· Complete pre and post recruitment formalities

· Plan and conduct orientation and induction programmes for new employees

· Have designed and implemented Induction manual for new joinees

· Responsible for employee branding and all engagement activities
· Engage with employees on a regular basis to understand the motivation levels of people in the Organization

· Build a positive and employee oriented working environment and culture

· Inform managers and staff about all relevant human resources policies and procedures

· Ensure good communication flow between different divisions and functions

· Analyze training needs to design and conduct employee development trainings

· Ensure the coverage of all employees under various insurance policies and its effective implementation

· Tracking of attendance

· Maintaining of employees records

· Create and implement performance appraisal system

· Evaluation of overall employee performance and compensation management

· Develop yearly budget for all personnel costs and submit it to finance department

· Produce and submit the payroll report to the finance department on a monthly basis

· Maintain records and compile statistical reports on employee related data such as hires, transfers, exits
· To handle employee grievances effectively to keep them motivated

· Ensure an effective succession planning and career opportunities for employees
· Develop, implement and maintain strategic HR policies and procedures to ensure effective management of staff throughout the organization
Company Name
: Cusat Technologies Pvt. Ltd
Designation

: IT Recruiter
Duration

: March 2009 to June 2010
Roles and Responsibilities:-

· Acquiring requirements from the clients end

· Analyzing the requirements and sourcing profiles for the same

· Posting the requirements in Jobsites, groups to get more quality profiles to add in the database and updating it

· Screening and evaluating the candidates on their communication skill, attitude, etc

· Counseling the candidates clearly about the company and the interview process

· Scheduling the technical interview for the short listed candidates with the client

· Updating regular status appraisal with the candidates who appeared for the technical interview

· Follow up till the candidate reports to the client, Maintaining good relationship with the existing clients

· Handling the coordination works, Inter department coordination

· Handling Client's phone calls, Sending mail to the concerned person

· Follow ups for getting offer letter for selected candidates and solve any issues pertaining to the offer and ensure that the candidate would join on the stipulated date

· Monitor and Manage daily, weekly and monthly targets of peer groups

Company Name
: Global e-Business Operations Pvt. Ltd (HP)
Designation

: Finance Associate-II
Duration

: June 2008 to February 2009

Roles and Responsibilities:-
· Worked in Accounts Receivable department for Hewlett Packard(HP)

· Belongs to the team Cash Application

· Allocation of payments against the invoices as per the payment term 

· Used SAP for our application(process)

EDUCATION
	Course/Degree-Year
	School/Institution
	Board/University

	PGPM (HR) - 2008

	Bhavan SIET Institute of Management
	Bharatiya Vidya Bhavan

	BBM (CA) - 2006

	V L B Janakiammal  College of Arts and Science

	Bharathiar University 


PERSONAL DETAILS
Marital Status

:   Married

Nationality

:   Indian

Date of birth

:  16/12/1985

Visa Status

:  On Visit Visa
