CURRICULUM VITAE 
Kura Sneha
E-mail: ssnehak018@gmail.com                



             Mobile: 91-9121791148
Objective:
 Looking for fast-paced environment in an organization and would like to be a part of the dynamic team and contribute my skills and services to the organization and my personal growth.
Experience:
· 5 Years’ experience in Revalsys Technologies India Private Limited as a Recruitment & HR Executive from April 2015 to April 2020.
· 6  Months of experience in M Skills United Job Consultancy as a HR Recruiter from October 2014 to March 2015
Job responsibility:
· Recruitment process for internal domestic IT hiring.
· HR Executive Key functions are Recruitment, Induction, Exit Formalities, Employee Engagement, Leave Management, Maintaining Employee Database, Performance Appraisals and Payroll.
· Organising Friday activity and Festival celebration like decorating office space, Conducting activities and other competitions.
· Organising a weekly meeting with Management and HR’s for Recruitment and current updates.
· Employee Database files are maintained orderly in soft and hard copies.
· Expertise in Internal Employee Portals of HRMS and also made the guided the developers for updated version of HRMS.
· Closely worked with Management and Employees for Grievance handling.
· Played a main role in employee’s discipline actions like wearing ID cards, On time log in’s and filling daily time sheets.
· Associated with Insurance companies for Employees Insurance policy details.
· Associated with Outsourcing firms for current requirements in the company.
Recruitment:
· Hold 5 years IT Recruitment into different technologies like for Front end, Back end and other technologies for fresher and experienced and also for apprentice.
· Recruitment worked for Internal and external recruitment in both IT and Non IT.
· Co Ordination with Manager gathering the requirements, Preparation of Job description.
· Sourcing, Screening and scheduling the interviews to the applicants.
· Hands on experience with different Job portals like: Indeed, Naukri, Monster, Shine, Times Job, Other free portals, Linked IN and other Social Networks.
· Conducted huge drives walk in for fresher in training institutes and colleges.
· Technologies: Graphic Designer, UI Developers, PHP,  Angular all versions, System administrator, Software Testing, HR, Content Writer,  Sales, ASP NET, JAVA, Oracle.
· Under my supervision 6 MBA students completed their HR apprentice on Recruitment process.
On boarding Process:
· Preparation and issuing the offers letters and explain the salary details, Documentation of supporting details of the employee.
· Preparing Offer letters and maintaining data base of joining formalities.
· Conducting induction program for new employees along with awareness session on HR policies and practices in the company.
· Verification of supporting documents.

· Registering into Bio Metric, Company HRMS Portals, and Internal portals to New Employee.
·  Access and ID card issuance. 
· Co Ordination with Admin team for Email ID Creation and Deletion of Email ID’s
· Coordination with Bank for New salary account openings.
· Registrations for company health Insurance to the employee.
Leaves Management:
· Maintaining daily attendance with referral to Bio Metric entries login’s.
· Maintaining adjustment of Comp off and overtime work times.
·  Coordinating with Manager and employee for leaves applications and approvals.
Payroll:
· Preparing the salary statement for employees.
· Calculating of PF and Leaves balance.
· Adjustment of Comp off leaves.
 HR Activities:
· Executing policies for HR and employee welfare aiming towards development of human capital across organization, coordinating in recruitment, selection, induction & orientation related process.
· Identifying future manpower requirement and designing plans for acquiring requisite skills and competencies.
· Overseeing all aspects of recruiting, right from understanding profile through Campus Interview, Recruitment Consultants, Job Portal and Advertisement.
· Lining up of interviews and coordinating with higher authorities for selection and salary finalization.
· Organising Friday activity and Festival celebration like decorating office space, Conducting activities and other competitions.
Academic Qualification:
· MBA(HR) in Aurora’s PG College 2014, Uppal 
· Completed B.Tech in computer science information technology from  St.Mary’s Engineering College, Deshmukhi in 2012, with 66% Aggregate. 
· Completed Intermediate in Sri Chaithanya Junior College, Tarnaka in 2008, with 60.7%Aggregate.
· Completed SSC from Pragathi High School, Secundrabad. Board of Secondary Education A.P in 2006, with 69.3% Aggregate. 
Projects:
MBA Project: 
                        Duration   :   45days.
                        Project Name:  Job Satisfaction
Strengths:
· Quickly adoptable to fast-paced environment.
· Self- Motivate starter and quick leaner.
· Good communication skill
· Efficient team worker in contributing ideas for better progress in work.
Technical Skills:
Software’s                        

:
MS-office 2016, MS Excel,  MS word.
Web development            

:               HTML, XML.   
Operating system                                         :             Windows, Linux system, Ubuntu.
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