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Dedicated and adaptable HR professional with over 4 years of experience in both IT and non IT industries, seeking to leverage my expertise in recruitment, payroll, and HR operations in a dynamic IT organization. Looking to contribute to a forward-thinking company by implementing efficient HR practices, supporting talent acquisition strategies, and fostering a positive work environment that aligns with organizational goals.

Professional Experience:

Hr Executive
Labonel Fine Baking Pvt Ltd, Hyderabad                           Jan 2025 – July 2025

Role & Responsibilities:

1.Recruitment and Talent Acquisition
· Posted job openings on various job portals such as Naukri, Work India, Apna, and Unstop to attract a diverse pool of candidates.
· Reviewed resumes and shortlisted candidates based on job role requirements and qualifications.
· Conducted initial round interviews to assess candidate suitability and alignment with company culture.
· Scheduled and coordinated final round interviews with the General Manager.
· Carried out background verification (BGV) for selected candidates and issued offer letters upon successful clearance.
2. Onboarding and Induction
· Created employee IDs using the 247HRM system.
· Coordinated onboarding formalities, including document collection and induction sessions.
· Delivered company introductions and orientation programs for new hires to ensure smooth integration into the organization.
· Facilitated the opening of salary accounts for new employees by coordinating with partnered banks.
3. Payroll Management
· Independently managed end-to-end payroll processing for 150+ employees.
· Accurately calculated salaries, managed statutory deductions (PF, ESI), and handled adjustments related to loans and advances.
· Monitored and updated employee leave balances, ensuring correct data was reflected in monthly payroll runs.
4. Employee Lifecycle Management
· Handled complete employee lifecycle processes, from joining formalities to exit management.
· Oversaw employee exits including clearance procedures, final settlement calculations, and issuance of relieving and experience letters.

Key Skills & Competencies:
· HRMS Expertise: Proficient in using 247HRM & Keka for employee records and payroll management.
· End-to-End Recruitment: Skilled in sourcing, interviewing, and onboarding talent.
· Payroll & Compliance: Deep understanding of payroll processing and statutory regulations (PF, ESI).
· Employee Relations: Strong communication and interpersonal skills to manage employee queries and resolve issues.
· HR Policy Development: Developed comprehensive leave policies in alignment with organization needs, demonstrating the ability to interpret and apply relevant employment laws and regulations to ensure full legal compliance.
· Training & Development:  Conducted training sessions for front office staff focused on effective customer reception, clear communication of product offerings, and appropriate distribution of product sample to enhance customer experience and engagement.

HR Executive
W3Softech Ind Pvt Ltd, Hyderabad                         June 2020 to Feb 2024


·  Collaborate with hiring managers and department heads to understand the requirements for open positions.
· Create and manage job descriptions to ensure they accurately reflect the skills, qualifications, and experience needed for the role.
· Post job openings on internal and external job boards, company website, and other recruiting platforms like Dice, Monster, Career builder, LinkedIn etc.
· Review resumes and applications to determine whether candidates meet the qualifications and requirements for a particular role.
· Conduct initial phone interviews to assess candidate interest, qualifications, and cultural fit.
· Shortlist candidates who best match the job specifications and forward them to hiring managers for further interviews.
· Schedule and coordinate interviews between candidates and hiring managers.
· Ensure a consistent and fair interview process for all candidates.
· Extend job offers to selected candidates, including negotiating salary, benefits, and other terms of employment.
· Ensure that all offer letters and related documentation are accurate and complete.
· Once candidates accept offers, collaborate with the HR onboarding team to ensure a smooth transition into the organization.
· Provide candidates with necessary information related to their first day, documents required, and any pre-employment checks or tests.
· Coordinate the background check process, if applicable.

Key Skills and Competencies:

· Communication Skills: Effective verbal and written communication skills.
· Interpersonal Skills: Ability to build relationships with candidates and stakeholders.
· Negotiation Skills: Negotiating salaries, job offers, and other terms.
· Organizational Skills: Managing multiple job openings, scheduling interviews, and tracking candidate progress.
· Time Management: Effectively prioritizing tasks to ensure a smooth hiring process.
· Attention to Detail: Ensuring that all documents, job postings, and communication are accurate and well-managed.

ACADEMICS

B. Tech: Computer Sciene










