RESUME

AKRAM SHAIKH







DATE : 10/09/2015
Mobile No 
: +91 8655156402
Email 

: akrambashu@gmail.com

Human Resource Profession with progressive experience in managing On-boarding and Joining Formalities, Employee hiring, Bulk Interview Coordination. Skilled at building relationships with employees across all levels of an organization. Proficient with MIS and applicant tracking and HR policies.

Objective

Looking forward to work in professional environment where I can enrich my skill and work towards the organizational goals.

STRENGTHS

Good analytical and decision making ability. Positive attitude, friendliness and flexibility to achieve success in job.
Experience:

· IDFC FIRST Bank, Mumbai:
→
Industry

: Banking
→
Duration

: 26th Dec 2019 to till date
→
Position

:  Senior Officer 
Experience in DETAILS :

IDFC FIRST Bank – Senior Officer / HR Onboarding
Looking after, joining formalities, documentation, background verification, joining confirmation of new joiners at all locations. Coordination with Background Verification for document related queries. 

Informing fresh candidate about joining link.
· Taking follow- until they complete joining link, sending reminder through SMS and Emails.

· Checking Cfirst of candidate's, tracking HR approval's and updating in records.

· Updating about pending documents through calls, SMS and Emails and also informing BGV team about clearing documents & pendency.

· Confirming the Date of Joining.

· Informing about Induction and Joining with all details.
· Maintaining daily MIS and Consolidating team MIS (Basic Excel, V-Lookup and Pivot Table)
· Flashing daily reports to Managers and respective teams.
Experience:
· Tata Consultancy Services (Genius Consultancy Payroll), Mumbai:
→
Industry

: IT Recruitment/Talent Integration Group
→
Duration

: 10th dec 2015 to 10th nov 2016
→
Position

:  HR Associate / Onboarding Team Member
Experience in DETAILS :

Tata Consultancy Services – HR Associate / Onboarding Team Member
·  Completing documentation formalities for new joiners

· Assisting new joiners with Retiral form queries like Provident Form – form 2, Employee Pension Scheme Form – form 9 and Gratuity forms

· Generating TCS Employee number in the system for new joiners

· Addressing new joiner queries and helping in smoother transition within TCS

· Keeping a track of inventory like joining kits, diaries and pens meant for new joiners

· Scheduling pre joining engagement sessions like Coffee Connect between pipeline joiners and project managers

· Ensuring compliance to employee number generation process, retiral nomination forms, mandatory document compliance in employee personal files including Non-Disclosure Agreements

· Arranging for hospitality arrangements to enhance new joiner experience

· Co-ordination between various speakers on Induction day for smooth flow of events
Experience:
· Yucon HR, International Manpower Recruitment Company :

→
Industry

: Abroad/Domestic Recruitment Company

→
Duration

: 01st June 2011 to 30th July 2013
→
Position

: HR Executive / Recruiter 
Experience in DETAILS :
Yucon HR, Mumbai – Recruiter / Sourcing Co-ordinator 
· Sourcing & confirming CV’s from available offline database.

· Sourcing & confirming CV’s from job portals - Naukri,Monster,Times,Shine etc

· Sound knowledge on Technical review of CV’s for building construction industry.
· Constant interaction between the client and the candidates.

· Complete follow-up from candidate’s selection till mobilization.

· Interviewing / Pre-screening  the candidates and Scrutinizing the resumes.
· Invititing & arranging Interviews for the candidates i.e Personal Interviews, Telephonic interviews, Video conference interviews, Skype interview etc.
· head-hunting.

· Raising Invoice and Follow up on Payment from client and account departments.
Qualifications
Completed M.M.S from NCRD's Sterling Institute of Management Studies (Affiliated to Mumbai University) & secured CGPA 6.40 - 2019
TYBcom from Dr. C.V. Raman University - 2016
HSC from Mumbai University - 2011
SSC from Mumbai University - 2009
Computer  Proficiency
Successfully completed Advance diploma in Computer Application.
Familiar with all applications of.
· MS-Office and Internet Surfing.
· Microsoft Word, Excel, Programming etc.
· Job portal database: Naukri.com, Monster.com, Timesjobs.com, Shine.com, Linked IN.
Personal Data
Date of Birth

:
16th August 1993
Place of Birth

:
Navi Mumbai
Languages known
:
English, Hindi, Marathi (Written & Spoken)




Arabic (read)
Address

:
NL2/3/C8, Sector 1, Nerul, Navi-Mumbai – 400706
Contact

:          +91 8655156402
e’mail


:
akrambashu@gmail.com 
Availability

Leed time to Join : 3 Months
Salary

Present Salary 
:              3.2 Lac INR PA
Expect Salary
 
:               Negotiable
akram shaikh[image: image1.png]


[image: image2.png]


[image: image3.png]



