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----------------------------------------------------------------------------------------------------------------------------Carrier Objective:  

I want to prove myself as a reliable person of the organization by utilizing my knowledge, skills & attitude towards the growth of the organization.


Experience Summary:

A professional with 6 years of overall experience in which 3.11 years into Human Resources (Recruitment, Operations and Payroll), 1.3 years in Customer Relationship Management and 1.1 years as Recorder and Data entry operator.



Work Experience: 

Company Name: Indeed, Hyderabad
Duration: 01st November 2017 to 31st Jan 2020
Designation: Associate Consultant (Recruitment, HR Operations and Payroll)
Roles and Responsibilities:
Operations: 

· Induction, joining formalities and Exit formalities.

· Induction program and conducting the same for new recruits at all levels.

· Welcoming the new employees to the Organization and introducing them to its various departments.

· Responsible for the completion of all the joining formalities entailing collection and verification of certificates, taking identity and address proofs, issuing appointment and agreement letters, giving ID cards, ensure in filling up bank details and closing the joining formalities.
· Generating Relieving Letters, Experience Letters and salary slips.
· Coordinating exit formalities and updating employees’ attrition list of the organization.

· Maintaining and updating database of exit employees as well.

Payroll Management:
· Handling Payroll Compliances like PF, PT and ESI and assisting in smooth distribution of the payroll to the employees.
· Preparing PF, PT and ESI challans.
· Managing full and final settlement to be issued to Finance Department prior to employee’s final departure

· Preparing Pay sheet, Different Salary Heads earnings & deductions and verifying salary sheet.
· Ability to handle the Payroll for more than 200 employees.
· MIS Reports.
Recruitment:
· Sourcing the candidates through Indeed portal by using Indeed labeller tool (Indeed owned) according to client requirements.
· Preliminary screening of CVs against qualifications, experience, availability, salary expectations by calling to the applicant.
· Forward shortlisted CVs to hiring managers for review and arrange the interviews accordingly.
Company Name: Indeed, Bangalore
Duration: April 2017 to October2017

Designation: Associate Consultant (Recruitment)
Roles and Responsibilities:
· Sourcing the candidates through Indeed portal by using Indeed labeller tool (Indeed owned) according to client requirements.
· Preliminary screening of CVs against qualifications, experience, availability, salary expectations.

· Identifying and scrutinizing the profiles which meet the requirements.
· Once applications meet the client requirement, forward the application to the client.
Company Name: Rumztech Solutions Pvt. Ltd.
Duration: April 2016 to April 2017

Designation: HR Recruiter
Location: Bangalore
Roles and Responsibilities:
· Sourcing the candidates through a variety of options including cold calling, internet searches, networking, referrals, Candidate submissions.
· Hands on experience in Entry/ Junior level, Middle level and Senior level recruitments.

· Good working experience in Job portals Naukri.com, Indeed.com, LinkedIn and Social websites.

· Understanding the Project requirements and specifications for various business processes and source according to company policies and Expectations.

· Preliminary screening of CVs against qualifications, experience, availability, salary expectations.
· Validation on General Fitment (Education, Experience Gaps, Professional and Academic, Stability, Position, Location, Communication, Compensation, notice period, Genuineness etc) and Technical Fitment (Role fitment, Responsibilities held, Must and Good to have skill strengths, Project validation.) 

· Forward shortlisted CVs to hiring managers for review and arrange the interviews accordingly.

· Interviewing, tracking, salary negotiations, and closing.

· Responsible for recruiting, screening, interviewing candidates for clients’ needs. 

· Working with the Team to maintain, develop accounts and coordinate interviews

· Uploading selected candidates on company portals to release their offers.
Company Name: Minacs (Aditya Birla Minacs)
Duration: 29 Jan 2015 to 31 March 2016

Designation: Customer Service Associate
Location: Bangalore
Roles and Responsibilities:
· To handle the customer queries directly and solving their queries through cold calling.

· Attending the customer calls and responding them at right time with proper manner.

· Update the customer’s recharge due dates by cold calling.
· Excellent skills and proven experience in working independently as well as in a team, good at Documenting and Understanding customers requirements and policy Specification.
Freelancer:

Worked as a Data entry operator as freelancer from 9 May 2014 to 31 Dec 2014
Company Name: Brandix Apparel India Pvt. Ltd.
Duration: 24 Aug 2013 to 30 Apr 2014
Designation: Recorder
Location: Visakhapatnam

Roles and Responsibilities:
· Collecting the output from operators hourly basis and noted in the data sheet and display the screen.

· Preparing the output in data sheets and send the reports to Head office Srilanka.

· Coordinate with Inventory team for release the plans to operators.
· Involved in Quality check.
Strengths and weakness:
· My strengths are Hardworking, Self-motivated and commitment to the work.

· My weakness is too helpful.

Achievements: I got awards in Aditya Birla Minacs Pvt. Ltd.
· Star performance of the month- March 2015, August 2015, October 2015, December 2015 and January 2016.
· Best login hours award
- July 2015
Academics:
	Course
	Name of the Institution
	Board/ University
	Year of Completion
	Percentage Secured

	MBA (HR & Marketing
	B.I.T.S, Visakhapatnam, 
	JNTUK
	2011- 2013
	66%



	B.Sc. (M.P.Cs)
	Krishna Degree College
	Andhra University

	2004- 2007
	69.9%

	Intermediate
	Sri Chaitanya College
	B.O. I
	2002-2204
	65.9%

	SSC/ 10th
	Ramakrishna Public School
	S.S.E
	2002
	70%


Technical Skills: Type lower passed, Knowledge on greytHR software.
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