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Professional Summary:
Results-oriented HR professional with 5+ YOE managing end-to-end HR operations across recruitment, onboarding, payroll, compliance, performance management, employee engagement, statutory and HR policy implementation. Proven ability to streamline HR processes, ensure regulatory compliance, and support organisational growth through strategic HR planning and execution. Adept in handling HRIS systems, managing cross-functional teams, and driving initiatives that improve employee satisfaction and operational efficiency. 


Professional Experiences:
RRPL| Hyd | Corporate HR | Aug 2023 – till date
Amazon India | Hyd | HR Assistant | Oct 2020 – june 2023
Indigo Airlines | Hyd | Junior HR | Feb 2018 to July 2020


Roles & Responsibilities:

· Talent Acquisition:
Experienced in end-to-end recruitment process, including drafting and posting job descriptions based on stakeholder/vendor requirements, sourcing candidates through platforms like Naukri, LinkedIn Recruiter, social media, and employee referrals. Skilled in screening, short listing, interview, scheduling, CTC negotiation, selection, offer, appointment and onboarding process. Proficient in managing offer letters, conducting background checks and verifications, and maintaining recruitment analytics and reports to track performance. 
· Campus Interviews:
Successfully led end-to-end campus recruitment initiatives, from gathering internal hiring requirements to final onboarding. Identified and categorised potential colleges into Tier 1 and Tier 2 institutions, built strong relationships with TPOs, and signed MoUs to facilitate yearly hiring plans. Collected and analysed student data based on specialisation to align with business needs. Designed and presented compelling employer branding material, including company overview, culture, growth opportunities, leadership messages, and visual content to attract talent. Independently conducted both on-campus and in-house drives, managing the full recruitment cycle including group discussions, behaviour and grooming assessments, one-on-one interviews, final selections, TPO coordination, and offer letter issuance.
· Onboarding & Off-boarding:
Proficient in onboarding and off-boarding processes, comprehensive documentation, induction plans, conducting orientation programs, coordinating for asset allocation and credential generation, other accesses. Maintained employee profiles in HRIS systems from day one. Skilled in managing the off-boarding process of exit interviews, clearance procedures, asset retrieval, and system deactivation. Additionally analysing attrition and retention data to support continuous improvement in employee experience and organisational effectiveness.
· HR Administration:
Independently managed end-to-end HR administration by creating the comprehensive HR budget and event calendar for the entire financial year. Strategically planned and allocated budgets for organizational development programs, organograms designing KRAs & KPI score cards,  company culture initiatives, training and development, internal surveys, employee engagement activities, wellness sessions, festive celebrations, CSR initiatives, RED events, campus recruitment drives, women empowerment programs, international days, newsletters, organograms, and management retreats, employee day outing. Developed detailed agendas for each event and ensured alignment with approved budgets. Collaborated with departmental managers to communicate event plans and costings, ensuring smooth coordination and execution. Frequently traveled on-site to oversee engagement activities and ensure seamless delivery.
· Payroll & Compensation:
Assisted the payroll team by accurately retrieving and managing monthly employee attendance data, including punch in/out timings, shift swaps, holidays, LOPs, and leave records. Reviewed and compiled payroll-related information and shared consolidated data with the payroll team for processing. Coordinated with the L&D team to track new joiners' attendance and ensure timely updates. Supported in managing records related to PF, TDS, and bonuses, ensuring accuracy and compliance with internal guidelines.
· Performance Management System:
Implemented and managed a structured performance management system aligned with organisational goals and KRAs. Collaborated with department heads to set KPIs and performance targets. Coordinated mid-year and annual review cycles, provided structured feedback, and maintained accurate performance documentation. Supported employee development through Internal Job Postings (IJPs) and Performance Improvement Plans (PIPs), fostering continuous improvement and accountability.
· Employee Engagement & Relations:
Focused on fostering a positive and productive work environment through m employee engagement activities that boost morale and team cohesion. Conducted regular employee satisfaction surveys to gather actionable feedback and drive improvements. Effectively managed grievance redressal (CoC, PoSH) and conflict resolution to maintain a harmonious workplace. Promoted diversity and inclusion initiatives to ensure an equitable culture. Supported wellness and work-life balance programs, while actively encouraging an open-door communication approach to promote transparency and trust across all levels.
· Company Branding & Internal Communications:
Experienced in managing internal communications and employer branding initiatives by handling company-wide announcements, events, job postings, and content creation. Proficient in leveraging internal channels such as email and external platforms like LinkedIn and Instagram to enhance brand presence. Represented the company at external events, built strong cross-functional relationships, and collaborated with various departments to gather and communicate key information effectively.
· Company Newsletter:
Spearheaded the creation and distribution of the company newsletter by engaging employees through interactive content such as creative ideas, personal moments, travel diaries, and achievements. Collected and curated comprehensive content including Director’s Desk messages, company updates, new joiners, milestones, awards, L&D programs, employee suggestions, event highlights, and fun zone features. Designed visually appealing cover and back pages to enhance engagement and foster a sense of pride and connection among employees.
· Training & Development:
Have been actively involved in identifying training needs through skills gap analysis and developing comprehensive annual training calendars with costings & content creation. Coordinated internal and external training programs while leveraging LMS for streamlined delivery and tracking. Monitored training effectiveness and ROI to ensure alignment with organisational goals. Supported leadership development and soft skills enhancement initiatives. Maintained records, certifications, and training data through the LMS to ensure compliance and promote continuous employee development.
· Stakeholder Management:
Effectively managed relationships with internal and external stakeholders to align HR initiatives with business objectives. Collaborated closely with leadership teams, department heads, and cross-functional teams to ensure clear communication, timely execution of HR projects, and seamless implementation of organisational changes. Acted as a strategic partner by understanding business needs and providing HR solutions that support performance and operational efficiency.
· Statutory Compliance & Legal Requirements:
Ensured adherence to all statutory and legal HR compliance requirements, including labor laws, employee welfare regulations, and audit protocols. Maintained up-to-date documentation, and handled timely submission of statutory filings such as licenses, fssai, PPL, PF, ESI, Gratuity, and other labor compliances. Coordinated with legal advisors and government bodies during inspections and audits and implemented internal checks to mitigate compliance risks and uphold organisational integrity.

Technical Tools & Platforms
· Google worksheets
· SharePoint
· OnBase
· Adp, oracle HCM, vantage
· People soft
· Ms office(outlook, ppt, excel)

Education:
· MBA (HR) – St. Martin's Institute of Business Management (2015–2017)
· B.Com (Computers) – Siva Sivani Degree College (2012–2015)
· Intermediate – Spoorthy Junior College (2010–2012)
· SSC – New Little Lilly High School (2010)


