N. Nirmal Prasad

Plot No.243, 4th lane,1st Floor, Shiva Sai Hills, Devender Nagar, Gajularamaram, Hyderabad-500055                                                                                                    Mobile: +91 7904342192                                                            E-Mail: nirmal18prasad@gmail.com
Career Objective:
 To be the part of a reputed organization that provides steady career growth along with job satisfaction, challenges and give a valuable contribution to the success of the organization.
Educational Qualification:
· Master of Business Administration - P.E.C, Vaniyambadi, in the batch:  2013-15.

· Bachelor of Commerce – S.H.C., Tirupattur, in the batch: 2009-12. 
· HSC – D.B.M.H.S.S., Tirupattur, in the batch: 2007-09.
Career Sketch:


I. Technical HR Recruiter at We 4 IT Services Pvt. Ltd., Hyderabad (Jan ’19 – Till Date)

II. Senior HR Recruiter at Maini Precision Products Ltd., Bangalore (Dec ’17 – Jun ‘18)
III. Process Executive at Vibrant Screen Pvt. Ltd. Bangalore (May ’16 – Mar ‘17)

Overall Key Responsibilities:

i) End to End Recruitment:
· Involved in end-to-end recruitment process for candidates across all levels.

· Responsible for entire recruitment cycle right from searching / sourcing and screening resumes to short-listing candidates, coordinating, & conducting interviews.

· Good in Boolean search to get relevant profiles.

· Sourcing and short -listing the resumes through job portals like Naukri, Monster, Social sites, taking Reference, Job Posting, mass mailing and bulk hiring.
· Scheduling interviews, briefing candidates before and after interviews.

· Contacting candidates, following-up with candidates, and managing candidate pipeline.

· Taking telephonic & personal interviews to evaluate their skills and competency.

· Interacting with all Hiring Managers in charge on regular basis for current and future business requirements. Monitor and plan for all current open positions and strategically plan hiring for future business as well as vendor management.

· Liaising with agencies and Co-ordination with the clients with respect to Feedback and Interview Schedules etc.

· Efficiently and effectively fill open positions.

·  Personal Records: Independently responsible for maintaining and updating the Personal records of each hired employee.

· Communicate and coordinate with internal departments.
ii) On Boarding/Induction & Orientation:
· Creation of Offer Letter and Appointment Letters for new joinees.

· Creating Employee account ID’s for HRIS Team.

· Conducting HR Induction for new joiners and Co-ordination with all the Functional Heads.

· Taking care of all the Joining Formalities including offer letters, Annexure and ID cards.

· Conducting Document verification, Employee Records keeping and Issue of Offer Letter and Appointment Letters.
· Creation of employee’s personal files.
· Creating Insurance addition details and sharing to insurance vendor.
· Sharing new joiner’s info details to accounts team for salary creation.
· Making the preparation of HR Announcement and publishing it to all employees.
· Making follow ups with the BGV vendor for Interim/Final reports.
iii) Performance Management:

· The appraisal activities, coordinating with performance management cycle for the employee discussions, Appraisals, Ratings, Promotions, KRA’s, KPA’s, and Goal Settings for the year.
· The post appraisal activities like Annexure, salary data processing to concerned departments and maintaining the data of appraisal.

Technical Knowledge:
· OS: Windows XP,7,8
· Tally ERP 9

· MS Office

Hobbies:

· Working in Computer

· Listening to Music

· Reading Books

Personal Profile:
Father’s Name

: S. Nandhakumar Prasad

Date of Birth

: 18th Nov, 1990
Languages Known
: English, Hindi, Tamil, Kannada-(Manageable) & Telugu-(Manageable)
Permanent Address
: #15, Kullappar Street, Extn., Tirupattur, Vellore-635601
Declaration: 
I hereby declare that the above information is true to the best of my knowledge.
Place: Hyderabad
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