NEHA PRABHAKAR

nehaprabhakar11@gmail.com 7738140090
To work with a group of professionals and creative individual’s domain, strive constantly towards perfection through, dedication and optimum utilization of my knowledge & potential. I aim to acquire knowledge coupled with experience to integrate and convert my and organization's goals into reality.
CAREER SUMMARY

· Managed all Human Resources functions in a IT and Non-IT company. Handled oversight, payroll processing, interviewing, and documentation.
· 5+ years of work experience in the field of Human Resources Management
· Experience into end to end IT recruitment process along with understanding of Web, Mobile and various latest technologies with thorough knowledge of conducting the interviews from fresher’s to Senior Level Management.
· Develop strong relationships with a variety of sources to identify, attract and recruit candidates.
· Expertise in the areas of Staffing, Recruiting, Sourcing, Head Hunting, Team Handling, Reporting, Sourcing, Interviewing, Recruitment Process Outsourcing.

WORK EXPERIENCE

Human Resource Manager
Homzhub Advisors Private Limited
July 2020 to Present
· Prepares reports by compiling summaries of earnings, taxes, deductions, leave, disability, and nontaxable wages
· Recruiting and On boarding
· Compensation and reward
· Authorizing and issuing pay-slips.
· Compiling the following data about employees: payroll - such as hours worked, taxes, pension contributions and also time sheets.
· Ensuring all payroll transactions are processed efficiently.
· Collecting, calculating, and entering data in order to maintain and update payroll information.
· Compiling summaries of earnings, taxes, deductions, leave, disability, and non-taxable wages and reporting on this.
· Setting up and maintaining employee's personnel files.
· Updating both manual and electronic personnel records when employee’s personal details change.
· Finalizing paperwork for when a member of staff leaves employment.
· Researching employee's references and academic qualifications.
· Assisting with the recruitment and selection process.
· Organizing campus recruitment for college students.
· Proficient in managing business correspondence and Customer Support.
· Knowledge of filing and updating records.
· Ability to lead a team.
· Able to train non-technical colleagues and clients.
Senior Human Resources Manager
ServiceNet Technologies Pvt. Ltd.
July 2015 to June 2020
· Design and implement overall recruiting strategy.
· Develop and update job descriptions and job specifications.
· Perform job and task analysis to document job requirements and objectives.
· Screen candidate's resumes and job applications.
· Conduct interviews using various reliable personnel selection tools/methods to filter candidates within schedule.
· Assess applicants' relevant knowledge, skills, soft skills, experience and aptitudes.
· Onboard new employees in order to become fully integrated.
· Efficient in interviewing and assessing the candidates.
· Screening: short listing candidates sourced through portal (Naukri, Monster, Times jobs and LinkedIn) and validating them on their experience and interest on the role.
· Handling administration work such as payroll, compensation and benefits of the employees.
· Preparing and issuing employment contracts to new employees.
· Making sure that all employee records are accurate and well maintained.

EDUCATION

MBA
Nagpur University
2018 to 2020
Bachelor's in Computer Science
J.B College of Science, Nagpur University
2008 to 2011
Higher Secondary (12th Pass)
R.L.T College, Amravati University
2006 to 2008
Secondary (10th Pass)
Bharat English Medium High School, Nagpur University
2006

ADDITIONAL INFORMATION

PERSONAL INFORMATION
· Indian National
· Languages known: English, Hindi
· References: Provided on request
I hereby declare that information given above is true to the best of my knowledge and belief.
