R a k e s h N a i r
H R M A N A G E R


A d d r e s s : C -9, Geetanj ali CHS, Thane karwadi, Kopri Village, Thane -E, 400603

D O B : 04 t h  Jul, 1987 .
Phone: 8108514046/9867239116 .

Email: rakesh _ nair008@yahoo . co . in

P e r s o n a l
s t a t e m e n t

· Hi ghl y competent HR Manager - 9 years’ experience in Human Resources .
· Works hard to meet deadlines and adapt easil y to new environment and new challenges .
· Excellent relationship builder with strong communication skills and experience in Vendor management &Stake holder management .
· Strong histor y of effective talent acquisition and retention .

W o r k
h i s t o r y

Human Resources Manager

Mswipe Technologies Pvt Ltd , Mumbai
Feb 2018 – Jun 2020

· Was leading a team of 7 recruiters ( Pan Indi a)
· Coordinate with hiring managers on Pan Indi a basis for Sales requi rements & domestic BPO hiring.
· Hiring was on third party payroll ( Temp Staffing)
· Lead, plan and conduct recruitment and selection processes ( vendor selection, internal sourcing, inter views, screening calls etc .
· Work closel y with vendor’s in achieving bulk tar get for Banking & Retail Sales di vision .
· Trained the new HR Associates on various sourcing methods (using j ob portals, referral networ ks, social networks & j ob postings) based on the requirements .
· Collecting weekl y reports from recruiters and share it with business head .
Talent Acquisition Executive

AGS Transact Technologies Ltd, Mumbai



May 2016 – Sep 2017

Recruit ment:

· Leading the entire proj ect for designing and implementation of Recruitment Management System.

· Handling PAN India r ecruitment for AGS and Group (BFSI, IT, Non IT & Support Function)

· Taking care of sourcing manpower, recruit ment with inter views on basis of direct

coordination with diff erent depart ments regarding the requirement .

•
Ensure manpower avai lability as per budgeted numb ers with required competencies .

· Weekl y meetings with BU He ads for Planning & Hiring strategy depending on the expansion plan .

· Leading a team of 7 Trainees
· Develop sourcing strategies and plans for sourcing suitable candidates at all levels as per the j ob description and specification .

· Sourcing the candidates via different sources as Job Portals, LinkedIn, Database, Employee references, Add postings, Consu lt ants and other possible ways .


· Handled Back Ground Investi gation processes like screening the Documents submitted by

the candidate and coor dinating with the ext er nal vendors for compl eting the BGC on ti me .

· Campus Recruit ment Joining & Induction

· Ensuring effecti ve on boarding for new recr uit .

· Pre & Post Reference checks & employee pr ofile creation .

· Coordination for the i ssuance of appoint ment letter, a ccount openi ng for new j oinees .

Sr Hr Executive

ICan BPO Pvt Ltd , Mumbai
Jan 2013 – Dec 2015

Recruitment and Selection:

· Handling End to End Recruit ment Life Cycl e - Sourcing, Screening, Evaluating from j unior to senior level positions .

· Sourcing of candidates through various recruitment sources such as Job portals, online advertisements, consultants, employee referrals etc .

· Initial screening, scheduling the inter views after discussion with candidates

· Short listing the candi date s as per the requir ement of the Company .

· Coordinate with different placement consultants for the openings .

· Coordinating with stakeholder’s to find out the exact requirements

· Conduct the HR inter view and maintain the databank .

· Salary Negotiations with cand idates .

· Conduct reference checks on candidates prior to hiring them.

· Preparation of Post sel ection documents - Employment offer letter, Appoint ment letter to those who have been selected and collecti on of supporting document of the selected candidates .

· Responsible for consultants invoice and thei r clearance

Induction:

· Joining For malities and Providing New Joiners Kit .

· Making the new j oiners aware of the disciplines and the Code of Conduct to be followed .

· Worked on HRMS for Leave management, Data upload s Employee code generation / Deactivation & Quer y handling .

Disciplinary Issues:

• Faced Categor y A, B & C cases (as per the company policy) and solved them by co - ordinating with Legal team. Issuing the show cause notices for the concern staff asking for the explanation by coordinating with Regional Managers / HODs .

· Issuing the Warning and Termination letters if needed by coordinating with Regional Managers / HODs

· Handling all for malities and wor k related to employee resignation, ter mination, along with exit interviews, preparing exit reports and completing separation for malities Exit For malities

· Conduct exit inter views to retain good Performers and identify reasons for employee turnover

· Prepare relieving letter .


· Conducting Exit Interviews & Preparing E xi t Report .

Hr Executive

3AI Systems , Mumbai
Jan 2012 – Dec 2012

· Handling end to end recruitment for international voice process

Hr Executive

Executive Management Consultancy , Mumbai
Oct 2010 – Dec 2011

· Have recruited candidates for IT & Non IT f ield’s .

•
Sourcing resumes through different j ob portals l ike Naukri, Ti mes Jobs, monster etc .

· Based on the clients requirements screening t he resumes and j udging the Candidates to meet the particular requirement .

· Initial phone screening of candidates to j udge communications and background .

· Short listing the candi dates as per clients requirements and then scheduling up the interviews .

· Regular follow up with the selected candidates to confir m their j oining dates

· Ensuring the maxi mum of them are placed successfully with the respective organi zation .

· Maintaining and updat ing database of potential, prospective and rej ected candidates

· Constantl y be in touch with the candidate until he j oins .

· Need to send Weekl y r eports .


A c h i e v e m e n t s

· Awarded as” Promising Recruiter” in the year 2010 - 2011 .
	
	Q u a l i f i c a t i o n

	Bachelor of Commerce (B .Com)
	May 2008

	Alagappa Uni versit y
	59.65%


Microsoft Certifed by Professional ( MCP)

Microsoft Certified Desktop By System Transaction (MCDST)

I hereby declare that t he facts mentioned in this application are true to the best of my knowledge and belief that nothing has been presented in a distorted manner .

Place:
Si gnature:

Date


