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A competent professional with academic background in human resources and more than 3 years of experience in Business Unit HR Role  and Recruitment. Was working in a $ 2 billion organization Wipro Technologies, a global services provider delivering technology driven business solutions to clients across the world.

                Hiring                                                           Orientation and On- Boarding
HR Policies and Procedures                       MIS Reports
Employee Referrals                                     Employee Relations
Performance Management                         Leave Administration


Organization: Wipro Technologies,Bangalore.
Duration       :  May 2011 – Sept 2011
Designation   : Employee Referral Executive

Roles and Responsibilities 

· Was responsible to drive the employee referral program across all divisions in Wipro in India and globally.

· Making presentations to divisional managers to encourage them to drive the referral program within their team.

· To conduct drives to raise awareness of the referral program along with the referral benefits.

· To make sure timely feedback was given to the referrer.

· Handling all employee queries regarding the referral process

· Making  and sending out creative mailers on ER across Wipro based on the requirement.
· Identifying SPOCS 
· To send weekly status ER reports to all Divisional head and GEO heads on the progress of ER in their respective Divisions.
Organization: Wipro Technologies,Bangalore.
Duration       :  December 2006 –  August 2009.
Designation   : HR Executive, TED (Talent Engagement and Development)
            HR Executive (Talent Engagement and Development)

Roles and Responsibilities 

HR person for 7000+ employees in the TIS division in Wipro. Interacting with employees on a daily basis regarding Queries/Issues/Approvals. 
· Handling all employee related queries regarding company policies. 
· Making changes in appraisal workflows.
· Ensure all employees complete Interim / Confirmatory / Annual appraisal on time.
· Conduct Accounts wise Appraisal Audits to ensure consistency in assessment ratings.
· Maintain daily appraisal reports during the appraisal season. 

· Interacting with Service Delivery heads in order to maintain normalization in appraisal ratings.

· Organize induction programs in India for the onsite recruits.

· Handling resignation, absconding and termination cases. 

· Initiating Transfers, Relocation and Re-allocation of employees.

· Ensuring that employees are accurately mapped on the system.
· Processing shift- allowance ever for employees working in shifts
· Handling Inter company transfers from Wipro InfoTech and WBPO
· Issuing a monthly HR Newsletter specific to the division.
Exposure to SAP HR Module:
1. Good knowledge in creating and modifying the Applicant data,

Organizational assignments, Basic Pay, Personal data, Experience,


Contract Elements, Education, initiating Exit formalities etc.

2. ZTED –Generating Profile reports, Salary Reports and attrition reports

3. Maintaining the Employee details such as Salary details, Full

Names, Contract Elements, Communication, Education, Experience details in PA30.
              Designation   : Resource Executive, EAS (Enterprise Application Services)

Roles & Responsibilities:
Handling recruitment in areas like: CRM, SQA (Software Quality Assurance), BSG (Business Consulting Group), M&A (Mergers & Acquisitions), JD Edwards.
· Responsible for sourcing candidates from Job Portals and creating a pool of qualified candidates.

· Short-listing the profiles, by carefully studying the requirement, and matching the profiles with requirement.

· Validating the resumes to ascertain their Competencies, skills and aspirations (position, salary, relocation aspects etc)

· Scheduling and coordinating Technical and HR interviews.
· Organizing and coordinating Walk-ins.
· Vendor Management 

· Maintain daily and weekly souring reports

Nominated as the SPOC for Employee Referrals for EAS.
              Responsibilities:
· To guide the team on employee referral process, effective utilization and issues

· To share feedback on ER resumes or Resume drives 

· Sharing issues related to duplication, source change, etc 

· Initiating recruitment marketing activities and support with required data

· To Interact with Recruiter/ SL on the need for recruitment marketing activities.

Trainings Attended: 
· Sourcing lead training 

· Excel training 

· Business Communication and Customer Centricity 
Organization: Aptus Technology,Mangalore.
Duration       :  May 2010 – Oct 2010.
Designation   : Manager-Human Resource

Roles and Responsibilities:

· To perform recruitment activities internally as well as externally as per client requirements.

· Was handling a team of 3 people and was in charge if the activities and overall productivity.

· Was a part of client building and individually taking care of clients requirements.
· To conduct initial screening/interviews of the candidates before sending them to the clients

· Involved in the end to end process of recruitment.


· Distinction in Personnel Management & Industrial Relation, Auditing & Costing in 2004

· Distinction obtained in English, Business Studies and Moral Studies.
  
MBA in HR from TASMAC, University of Wales, UK in 2006 (full-time)
BCOM from Mangalore University ST.Agnes College in 2004

PUC from Mangalore University ST.Agnes College in 2001
SSLC from Mangalore University ST.Agnes College in 1999
Honors Programme in Stocks and Shares Completed in 2003, at St. Agnes College, Mangalore, Karnataka-India.
       

·  Tally 6.3-Accounting & Inventory Management 

· ‘C’ Programming

· Microsoft Office: Includes
i. Ms Word
ii. Ms Excel
iii. Ms PowerPoint
iv. Ms FrontPage

Date of Birth: August 25th ,1983
Nationality: Indian


Marital Status: Married
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