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Career Objective:

A dynamic and versatile human resource professional with proven ability in delivering organizational growth through people management practices. To handle talent and resource management in tune with business strategies and fostered a stimulating internal environment to create a motivated workforce. Seek to make significant contributions in Human Resources Development through strategic roles.

Summary:

· A conscientious, goal-oriented individual with 5 years and 4 months of professional experience in Project Management.

· Able to establish priorities, manage time productively, and perform well under pressure.

Professional Experience: 

· Presently at Accenture Services Pvt Ltd.
Duration                     : Nov 15th 2009 to till date
       Job Designation         : PMO Sr Analyst
          Job Responsibilities   : Project Management Operations
· Responsible for managing staffing for Specific Industry Group clients 

· Managing Internal staffing - Staffing of internal resources across the projects, thus by maximum & effective utilization of internal resources
· Managing resource roll on and roll-off based on the allocation in co-ordination    with the central allocation team
· Handling Resource Management activities across locations
· Single point of contact as a Resource Management lead across locations

· Handling tool related issues (i.e) on resource roll on and resource roll off based on the co-ordination with business
· Calling up the internal resources across levels for relocation based on the project requirements

· Initiating the Project specific transfers for employees within the Industry Group
· Contractor Administrator for the clients.
· Have successfully managed the PM operations in absence of my Superviosr
· Managing the internal records across locations for the project.
· Working with Project Managers on the resource evaluation from and lock them as per the client requirement.
· Work with Recruitment team on closing the demand and be part of walk in event for the project demands.
· Being the CA getting the Client ID’s created for all the resources across location and managing the same across locations.
· Responsible for managing staffing reports and metrics
· Sharing project specific reports which include weekly reports

· Preparing the Resource Management data and share the same with Project Managers
· Tracking of project IDs, interacting directly with clients on the activation and deactivation of ID’s, On boarding and Off boarding process.
Talent Mapping & Skill Analysis
· Allocation of Unassigned and Assigned Talents (future roll offs from Projects)

· Reallocation of the Assigned Talents internally.
· Rotation of resources at Onshore once in 52 weeks (or as per client request)
· Interacting with GCP HR and the GCP resources to get the demand closed

Achievements:
· Received appreciation from the business for effective closure on staffing for the respective projects
· Received appreciation from the team and across Industry Group for being the RM  POC and handling the end to end RM process.
· Received appreciation from Onshore leads for having maintained a very good interactions with clients.
Professional Experience:
Organization    :      G-Ants Software Solutions, Chennai.

Duration           :      Sep 4th 2008 to Nov 13th 2009.

Designation      :      HR – Executive.

Recruitment:
·  Identifying and sourcing the profiles across the level

· Conducting Preliminary and HR Interview, Salary Negotiation, closure, making offer and follow-up with candidates

· Conducting  Walk-in interview’s

· Scheduling and coordinating interviews

Post Recruitment:
· Handling Post Recruitment Process like joining formalities and orientation

· Follow up and preparing the appointment letter on confirmation

· Filing Employees records

· Maintaining necessary back papers and documents.

· Following up with the candidates till their joining.

· Maintenance of Leave Regularization and attendance management Reports for the various BU’s. and leave records
· Responsible for resolution of employee queries and issues related to HR processes, policy related matters etc.

· Monitoring & Passing of Full and Final settlement dues of the resigned.

Induction:

· Conducting induction of new recruits at all levels. Induction program includes joining formalities, briefing on company policies and procedures and assimilation of new joiners into the organization.

· Responsible for rolling out of detailed and structured induction program for all new Joinees

· Communicating employee benefits and leave rules

Educational Qualification:

	NAME OF THE INSTITUTION/



DEGREE
	BOARD/

UNIVERSITY
	YEAR OF PASSING
	AGGREGATE

	Master of Business Administration

Vel SRS College of High Tech 
	Anna University
	(2006-2008)
	              68

	Bachelor of Commerce

Jamal Mohamed College Trichy.
	Bharathidasan University
	(2003-2006)


	54

	Higher Secondary Course Certificate

Glaze Brooke Matriculation Hr,Sec School
	Tamil Nadu State Board
	March 2003
	76

	Secondary School Leaving Certificate

Glaze Brooke Matriculation Hr,Sec School
	Matric
	March 2001
	68


Computer Skills:

· MS Windows, MS Office Package & Internet Usage.

· Diploma in Computer Application

· Swiftt Accounts

Certification & Achievements:

· During UG Graduation actively participated in LEO club as Public Relation Officer.
· Playing Cricket.
· In MBA, Was a Participative member in the Inter College programs conducted.

PROJECT DETAILS

	M.B.A. Project (Mini Project)

	1.Project Name

	:
	Study on Career Growth & Development of Executives

	Company name
	:
	Madras Radiators & Pressing (P) Ltd. Ambattur Estate.

	
	
	Analyzed the various growth opportunities with regard to the Sales executives.

	
	
	Study on the Sales executives growth based on performance criteria.

	


	2.Project Name

	:
	Direct Sales Team

	Company Name
	:
	Chola Mandalam DBS.

	Role Played   
	:
	Management Trainee.

	Profile
	:
	Joined as a management trainee, trained on the various products of Chola Manalam DBS.

Accompanied for Sales calls by the DST team, Individually deal with the corporate tie ups for promotional activities and service Marketing.

	M.B.A. Project  (Main Project)

	Project Name

	:
	Interpersonal Relationship in Service Marketing

	Company Name
	:
	Club Mahindra – Chennai.

	Role Played       
	:
	Management Trainee.

	Specifications
	:
	Monitoring the sales telecaller for the product advertisements.

Involved in the Event management programs conducted by Club Mahindra.

Individually Took up the Marketing & sales promotional activities for Promoting family package in Holiday World.

Reporting to Senior Manager –Marketing.


PERSONAL INFORMATION


Father’s Name

: Mir Shabbeer Sultan.M

Date of birth 

: 09th , Aug 1985.


Nationality 

: Indian 


Language known 
:               English, Hindi, Urdu, Tamil (Read,Write,Speak)


         Contact address

:  #144/54, Govindan Extn,

                                                                           Hasthampatty,

   Salem - 636007


DECLARATION

I hereby declare that the information furnished above is true and correct to the best of my knowledge.

Date 
:

Place   :





                            (M.Shabbeer Sultan)

