KIRAN KUMAR. K V
H. No. 143/D

Vengalarao Nagar, Near Tharuni supermarket

S R Nagar, Hyderabad - 500 038

Phone: +91-9959816069, 6303227422

Linked In - https://www.linkedin.com/in/kiran-kumar-k-v-546228
Email:  karra.kirankumar@gmail.com
To obtain a position as a Manager of Human Resources and administrative Officer that will utilize my experience, knowledge and skills to fulfill the needs, goals, vision and  mission of the company.

Enthusiastic, results oriented HR professional with extensive experience in planning and

directing all areas of Human Resources that includes but is not limited to: benefits, payroll, 

compensation, employment law, employee relations, on-boarding, performance management, 
policy, ESIC, PF, professional tax & procedures, recruitment, safety, supervision & training.

Work Experience:

2013 to Current:
Kush Infosystems Pvt Ltd


Designation: Project Manager (HR)
HR Planning: Planning human resource requirements in consultation with various heads of different functional & operational areas.
Recruitment and Induction: Managing complete recruitment cycle for resourcing the best talent from diverse sources (Naukri, LinkedIn and Employee Referrals) considering Organization and client requirements. I will be owning 360 degree Employee On-boarding program from identifying the right person to on-boarding them to Organization and client without any hassle 
HRIS/MIS: Daily/Weekly/Monthly HR report preparation and submission to Chief Executive Officer in Mumbai. Identified necessary standard operating procedures and artifacts for the organization which enabled us to achieve URS ISO and TRUSTe certifications and helped us to understand various verticals within Organization 
Employee Relations: Maintaining congenial relations in the company among employees, between employer and employees. Enabled Employee collaboration programs are in place to ensure all Employees which helped them in maintaining work life balance and also made them to connect to the Organization always.

Training and Development: Conceptualizing, developing training & development initiatives for improving productivity, building capability & Quality enhancement. Identify training needs across levels required for particular position and analysis of the existing level of skills. Organizing internal & external training programs.
Project Management:
A) Allotment of projects to Team Leaders according to their team members skills set. And Processing the projects with QC according to clients deadline. Give update to the status/completion of the projects through the dashboard
B) Established Governance call with client and validated the product delivery and quality as per their expectations and resolved their issues immediately if any
C) Enabled Employee Support program for the employee to address their issue across the Project or quality or team if any. And ensure all concerns were addressed and mitigated considering the Organization policies. 

D) Streamline the appraisal process and ensured all hiring process are in place over the Organization and ensure all great deliveries are appreciated and encouraged by the Organization. And continued the appraisal program by enabling Partially performed employees and created necessary program and training support based on their need

E) Ensure the Quality and process we are followed with respective the guidelines and SOP. Attending conference with the management (Board of directors, Accounts Managers, Chief Executive officer) for the better understanding of new updates in existing policies and gave suggestions for improvement of the process, recruitment, wages and employee welfare.
Exit Formalities: Complete exit formalities of the employees, take no dues form & Exit interview according to that analyze employees satisfaction and implement action plan on it. Provide relieving, experience letters of those employees and also provide payslips to them according to their requirement. Provide EPF numbers to all the leaving employees for the purpose of continuity with existing PF number into new organization.

2006 to 2013:
YELL Adworks India Pvt Ltd


Designation: Sr. Graphic Designer (Web)
Roles & Responsibilities Handled:
>> Designing of portals, Designing Logos, icons, e-broachers using Adobe Photo-shop
>> Developing the usability workflow layout and UI using Dream Weaver.
>> Implementing the project Design, Development and Deployment.
>> Experience of Interacting with the Client, Understanding requirements, and redesigning the User Interface according to latest updates
>> Creating web templates and Ad works for Yellow Pages.
>> Designing Book Publishing And Landing Pages.
>> Experience of working in a team environment and individually
2002 to 2006:
Municipal Administration Department


Designation: Administrative Assistant (Contract Basis)
Roles & Responsibilities Handled:

>> Handle accounts in Water section (Taxation) and also Handle municipal taxes issues
>> Prepare accounts for the auditing purpose, Dealing tax section accounts
>> Member of ration cards verification team issuing by the Govt of AP
>> Collect the data by participating in BPL (Below Poverty Line) survey
>> Attend flood relief camp duties and Filing check petitions & take no objection certificates from

Dependents

Educational Qualifications:

>> Executive MBA - HRM from national Institute of Business Management, Chennai.
>> Bachelor of Arts from Andhra University
>> Diploma in Multimedia (Web Development) from Image Multimedia & NIMSE
>> Diploma in basic electrical engineering from board of technical education, New Delhi

Technical Skills:

>> Photo-shop, Dream weaver, Illustrator, In-Design, MS-Office, Excel, PowerPoint
>> OS - Windows 97, Windows XP, Windows 7 and Windows 10

Achievements:

>> Took best Team Leader Award in the Year of 2014 and promoted as a Project Manager

>> Appreciated by the management of Yell Adworks for the Best Punctuality and Low Error
>> Certified as a web developer from Image multimedia & National Institute for Micro, Small and

Medium Enterprises (NI-MSME)

Personal Information:

Father's Name    


: Hanumantha Rao.

Sex        



: Male

Marital Status    


: Married

Languages Known


: English, Hindi, and Telugu

Current CTC            


: 7,00,000 (Seven Lakh’s Per Annam)
Notice Period             


: 30 Days (1 Month)
Place: Hyderabad,

Date:
























(K.V.KIRAN KUMAR)
