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BINDU 
E-Mail


: bindu.343070@2freemail.com 
Best time to call
: Any Time
Personal Particulars

Date of Birth

: 20th October 1993

Nationality

: India

Gender


: Female
Marital status               : Single

To obtain a middle level position in HR domain by utilizing skills in creating and implementing policies / procedures those encourages best work practices and improve the productivity of employees.
SUMMARY

· An astute HR professional with over two years of experience in Information Management, Operations, Employee Welfare and Administration.
· Possess an ability to formulate a strategic plan and execute the same in a professional way to attain the target further ensuring client requirements/satisfaction.
· Good exposure in mapping business requirements for process enhancements & developments.
· Effective communication, documentation and organizational skills to interact with employees for day-to-day issues, as well as maintain contracts and policy documents.
· Hands-on experience in working autonomously & competently to ensure smooth running of HR tasks & functions

· Excellent presentation and decision making skills with a positive approach.
· Highly articulate, detail oriented with excellent communication, relationship building & problem solving skills.
AVAILABILITY

· Ready to relocate within 1 month.
SKILL SET
	· Office Administration, HR Policies & Procedures.
· Recruitment, Selection, On Boarding  & Induction.
· Employee Relations

· Assets Control & Procurement.

	· Invoicing Approvals.
· Team Coordination.
· Grievance Handling.
· Resource Management.
· Contract Management.

	· MIS Report Management.
· Performance Management.
· Documentation and Reporting.
· Employee Engagement Activities.
· Project Management.


LANGUAGE SKILLS

· Fluent in English.
EDUCATION

· Bachelors of Commerce in Accounting from Bangalore University, Bangalore, India, 2015.
CERTIFICATIONS

· Certified in TALLY ERP 9 - APTECH Institution, 2013.
· Completed the corporate practical oriented training with hands on experience in Accounting, Taxation and statutory areas covering – Accounts with Advanced Excel Reports, Tally 9, P.F. PT and E.S.I, Payroll, CTC designing, Labour Laws, VAT, CST, Service Tax, Central Excise, Income Tax, Tax planning for Employees, TDS on other payments from Accounts House Training Workshop, 2014.
WORK EXPERIENCE
	Organization
	ITC Infotech India Limited Bengaluru, India                                                               May 2016 - Present

	Designation
	HR Coordinator - HR / Administration / IR

	Client
	Verifone - Bangalore, India


Responsibilities:

Recruitment & On-boarding:

· Sorting and closing the position in coordination with recruitment team.
· Arranging interview between Hiring Manager and the applicant.
· Gathering purchase requisition and purchase order of the resource from the hiring manager from client’s side.
· Drafting statement of work and mailing it to unit operations team.
· Facilitating joining formalities at client's premises ensuring all necessary procedures are completed.
· Meetings with hiring managers from on-boarding perception.
· Handling the walk-ins at client’s location along with recruitment team.
· Spearheading employee engagement activities.
· Resolving employee queries.
Delivery & Operations Related:

· Operating as SPOC for all ITC resources at the client’s location.
· Handling employee induction at Client’s location pre and post joining as required.
· Ascertaining proper time-sheet entry & collection.
· Resolving tracking queries and issues from all resources and ensuring its closure with DM, HR & support departments.
Administration Work:

· Handling data maintenance by digitally maintaining resources data records/files of every employee in form of - PR, PO, New Hire Form, NDA, SOW.
· Managing hiring, promotions, demotions, transfers, leave management and terminations.
· Generating weekly reports.
· Invoicing approvals follow ups and closing it on TAT.
	Organization
	Source One Management Services Pvt Ltd                                                     Jun 2014 - Feb 2016

	Designation
	Senior HR Executive 

	Client
	Accenture


Responsibilities:

· Managing recruitment lifecycle - Sourcing, Screening, and Scheduling.
· Screening of candidates and reaching out to them via email and calls.
· Conducting induction and knowledge training for new joiners.
· Generating and maintaining MIS Reports like demand reports, tracker sheet, requirement and offer reports, to be sent to higher management.
· Handling joining and exit formalities.
· Managing daily recruitment reports and databases.
· Maintaining documentations - gathering documents from the selected aspirants, verifying candidate documents and uploading it in Accenture confidential portal.
TECHNICAL SKILLS

· Tally ERP 9

· MS Office Suite

· Thunderbird

· One Point

· Abacus

References are available upon request
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