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Career Objective:               
Achieve a position in organization where my skills  and knowledge can be useful for the successful completion of organizational tasks.iam quite confident that I can make positive contribution to the organization and work to the greatest satisfaction of my superiors.
Total Experience : 6  Years
Experience :  
:
 I am working   in Prathima Hospital   as   Executive  - HR from June-2018
Roles & Responsibility:

· Taking Care of Training & Development for all staff.
· Preparing Training schedule every month
· Co-ordinating with all Department HOD’s to get training done as per schedule.
· Doing Documentation of training Classes.
· Preparing Satisfaction report of training classes and sending to their Department HOD’s.
· Doing joining formalities
· Issuing Offer letter, Appointment Letter
· Preparing Monthly salary statement
· Preparing PF, ESI Statements

· Solving Employee Salary Issues.

· Doing Exit formalities of resigned staff.

Experience :  0.4 Months
:
 I have worked  in Kims Hospital  as Senior Executive  - HR from Dec-17 to Mar-18
Roles & Responsibility:

· Doing  joining Formalities
· Doing Back Ground Verification
· Giving  induction to New joinees
· Issuing Offer letter and appointment letters to new joiners
· Solving  Employees Salary issues
· Preparing Monthly Pay sheet of employees
· Preparing PF , ESIC Challans

· Doing Exit formalities of Resigned staff

· Celebrating Employees birthdays Every Month

Experience :  1.8 years
:
I  have worked  in Carnival Cinemas  as Executive-HR  from Jan-2016 to Aug-2017 
· Roles & Responsibility as  HR:
· Recruitment

· Responsible for full life cycle of recruitment, which include; bulk

· hiring, job postings, searching resumes on job sites, pre-screening

· resumes and applications, scheduling interviews (telephonic, written

· test & In person), negotiating salaries and checking references, updating

· database.

· Coordinate pre-joining and post-joining recruitment processes.

· Background Verification

· Handling background verification process to make sure information submitted by candidates is authentic.

· Compensation & Benefit

· Conducting Interviews, Salary Negotiation using internal & external benchmarks & Offer letter roll out 

· Employee Engagement Activities
· Responsible for all employees engagement and welfare activities

· Starting from birthdays, annual picnic, cultural event etc
              Time Management

· Monitor the Daily Attendance and enter into Excel Sheet 
Monitor the Late Attendance and enter into Excel Sheet Attendance & Late coming
 Update the Leave Status on daily basis 
 Check the Attendance Registers on daily basis.

               Joining & Exit Formalities

· Induction to the new entrants for familiarizing them with the

· Organization Vision & values, Hierarchy, HR policies, administration

· & financial policies, etc.

· Ensuring Resignation formalities.
            Experience :  1.10  years

:
I have worked  in  Smiline Dental Hospital as Executive – Admin Cum HR from Feb-2014 to Dec-2015

                Roles & Responsibility:

· Taking Care Admin Related works.

· Recruiting the staff.

· Sending their Attendance report to Accounts department every month

Experience :  2.8  years
:
I have worked  in  DQ Entertainments  as Executive-Administration-support  from May-2011 to Jan-2014
                Roles & Responsibility:
· Helping to HR-Executive in documentation of new joiners

· Doing  new employee joining formalities

· Collection of new employee documents

· Making personal file for new employee

· Printing id cards for new employees

· Maintaining ms-excel list for in & out  of empolyees 

· Maintaining attendance of all staff.

· Doing exit formalities to resigned staff

· Collection of experience documents  from employees  if they fail to submit during joining date.

· Keeping important documents of employee in personal file. Like (appraisal letter, hike letter,termination letter,experience,reliving letters, final settlement document)  

Academic Profile:
· B.com(General) done  in 2011
· INTER –( CEC) done in 2008

· SSC done in 2006

Computer Skills:

· MS-Office
· SAP - FICO

Strengths:

· Excellent oral & written communication skills 
· Analytical and problem solving skills 
· Willing to learn new things and adapt as per organizational goals .

· Ability to work independently as well as in a team .

· Hardworking and punctual with good attitude
· Should be smart with a presentable personality 
· Strong inductive and deductive reasoning skills
Personal Profile:
· Name                              :  T.N.T.Prashanth
· Date of birth                 :    14/12/1990                     

· Gender                           :    Male

· Marital Status              :    Unmarried
· Languages                    :    English, Telugu 
· Location:                       :   Hyderabad                                                                           
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