G.V.S. PRABHAKAR
Mobile: +91-81438 40026

Email Id:  vsprabhakar.gorintla@gmail.com
_____________________________________________________________________________________
Summary:
Maters in Business Administration with a specialization in Human Resource Management, having 15+ years of experience in India & across Pharma, Telecom & in manufacturing industries.

Specialties:
HR dept set up, Extensive experience in Talent management, Policy & SOP roll out, Compensation & Payroll management, Employee relations, Performance management systems..
Professional Synopsis:
· A competent Generalist HR Professional, experience in cross-functional areas of HR in Talent acquisition, Performance Management Training & Development and Employee Relations.

· An effective communicator with excellent relationship building, team player & interpersonal skills.

· Possess a flexible & detail oriented attitude and enthusiastic in taking up new assignments.

· Sincere, diligent and quick learner with ability to easily grasp and put into application new ideas, concepts, methods and technologies.
Education:
· MBA (PGDBA) from Siva Sivani Institute of Management, Hyderabad.

Major Specialisation
HR (Human Resources)

Minor Specialisation
Insurance Management

· Bachelor of Business Management (BBM) from Nagarjuna University.

Specialisation
Marketing Management
Software Skills:
Packages:
MS Office





ERP: SAP (HR) & Oracle (HRMS)

Professional Work Experience:

M/S Glochem Industries Limited. - Hyderabad

Designation:
Manager HR & Admin.

Duration:
Nov 2011 to Till Date
Job Responsibilities:

Talent Acquisition
· Complete manpower recruitment life-cycle (End-to-End Recruitment's). Understanding the JD, sourcing profiles, short listing, conducting interviews, selection, co-ordinate for psychometric test, hiring fitment, negotiation and finalization / issuing of offer.  
· Job posting in HRIS Recruitment Module and on external portals ,collecting application, short listing as per criteria , scheduling interview feedback to selected candidates
· Preparing detailed Financial Budget for recruitment and adherence to the budget.
· Preparing and updating Job Descriptions & Job Specifications.
· Background verification for new employees.
Preparation of MIS Reports
· Preparing of relevant documents (Offer, Appointment, Increment, Transfer & Promotion Letters, and processing the same for implementing in the HRMS system.

· Responsible for pre- employment verification's (Referral Checks, Background Verification's).

· Preparing and Processing of joining, induction and orientation formality documents.

· Handling the joining formalities, Issuance of Joining Kit (offer letters, Appointment letters, Salary Breakup, ID Card, Business cards and HR Policies hand book) to all the new joinees at time of joining.

· Formally communicating through email / F2F interaction / over telephonic conversation with the              respective departmental heads about the on-boarding of new joinees

· Newly implemented the Induction, Orientation programme for newly joined employees.

· Preparation of all Employees data for Medical Insurance and co-ordinate with the Insurance Company for getting of Medi-claim Cards.

· Preparation of Salary sheet via obtaining of monthly attendance from the Bio-Metric system and from the Leave Cards and send it to the to the payroll team at H.O. and ensure that timely salary disbursals.

· Making Vendor payments like manpower supply agencies, regular monthly expenses bills etc 

· Obtaining feedback from HOD’s for employees completing probation period evaluation sheets and based on recommendation by functional head and HR Head issuing confirmation letters.
Training & Development
· Newly initiated, Training and Development programmes  for the Employees by conducting and identifying Training needs through Performance review system.

· Identification & preparation of programms pertaining to communication and soft skills in sync with the process/ department requirements.

· Identifying potential areas for grooming employees through regular assessments and mentoring.

· Overseeing frequently conducting team huddles to share feedback with the employees and charting out the required action plan for performance enhancement with set parameters through one to one or group discussions.

· Accountable for conducting 360 degrees appraisals.
Performance Management Process:
· Conducting and guiding about Performance management system to the Employees

· Ensure timely completion of Goal Setting, confirmations of employees in consultation with Functional Heads.

· Mid-year performance review

· Conducting Road show for PMP

· Mapping of eligible employees and reporting structures

· Ensure completion of Annual Appraisals Document of employees in consultation with Reporting Manager and Reviewer

· Moderation of scores and Rating Finalization 

· Identification of Promotion eligible cases and providing inputs for one time market correction.

· Coordination for appraisal Audit, preparing and release of Increment letters.

· Framing and implementation of SOP’s, KRA’s and policies
General Administration
· Monitoring housekeeping activities in plant

· Handling of statutory and liasioning activities with Govt. authorities (PCB, IOF, Labour Welfare Dept. Drug License Dept. Inspector of Boilers, ESI and PF depts.).

· Time office management

· Posting of the attendance in the system and sending the monthly attendance report to the Head Office

· Verification of the monthly bills of the contractors and Bills preparation for the payments

· Full and final settlements of the resigned employees

· Generating different reports like daily reports, weekly reports , MIS and Recruitment status reports

· Leave management

· Verificatison of all records that are maintaining at the security on daily basis

· Maintaining the inward and outward registers i.e. to send letters or any other materials to Head Office and Vice- Versa

· Co-ordinating different training sessions like safety and soft skills training in plant

· Co-ordinating with the Head Office regarding all HR issues
The Andhra Pradesh Paper Mills Ltd. 
Designation: 
Assistant Manager HR

Duration: 
Feb 2010 – Oct 2011 

Job Responsibilities:

· Team Management:- 

(a) Managing the recruitment team for business accounts for pan India. 

(b)Ensure that the Recruitment Engine is properly structured to meet the ever changing demands of the business needs through proper allocation of job responsibilities to team members

(c)Preparing dashboard on weekly basis for the recruitment stand efforts of individual and make sure the absolute process implementation is on place
· Conducting Thomas Profiling

· Newly Implemented HRIS project module for regular track record of database in APPM
· Contract Staff Management:– End to end management with ensuring legal compliance

i.e PF, ESI, Mediclaim etc.
· Employee Induction: Structured orientation program for new recruits about organization’s Vision, Mission, Objective, culture, values, policy, rules & regulations, dos & don’ts & growth prospects Coordinating for training programmes conducted at APPM

· Developing and implementation of measures for manpower retention and minimizing attrition: In an industry where trained/ skilled work pool is increasingly in demand from across the industry. I have intervened and have minimized attrition by finding the exact reason for resignations and providing a solution to the problem faced. Also, this resulted in enhanced morale/ esteem for the organization and rectification of certain unfavorable working conditions, which could have resulted in increased attrition over a period of time.

· Conducting Skip Level meeting with the employees & Managers.

· HR Interface, policy refresher.

· Addressing employee concern, query and handling disciplinary issues.

· Employee Satisfaction Surveys.

· Organizing Need based Training for the employees.
My Home Industries Ltd. 
Designation: 
Officer HR

Duration: 
Nov 2007 – Jan 2010

Job Responsibilities:

· Talent Management: – Manpower planning & budgeting. Managing full recruitment life cycle implementation, Involve in Line Manager interaction and relationship building for business development, Involve in the activities such as requirement gathering, understanding, follow up on the profile presented, interview co-ordination, selection, Offer release etc, Involve in making strategies and hiring plans according to requirements, Recruitment, through consultants and in-house resources, head hunting, walk-in-interview, internet and employee referrals and through search firms. Managing trackers, analysis & MIS Reports. Monthly recruitment score card to the Delivery Heads.
· Manpower Planning: - Managing the complete recruitment life cycle for sourcing the best talent from diverse sources after identification of manpower requirements for new/existing depts. planning human resource requirements in consultation with heads of different functional & operational areas, conducting selection interviews and induction programs.
· Recruitment & Selection: - Recruitment through advertisements, jobsite, classifieds walk-in, consultancies, driving employee referrals through various promotional activities internal references, head hunting specialized candidates. Scrutinizing, short listing, co-ordination, scheduling & interviewing candidates. Monitoring & maintaining database. Salary negotiation & Appointment formalities
· Campus Hiring: - Have designed the strategy of campus hiring and it has been a successful tool for hiring freshers and strengthening our Engineering Team.

· Designing Programmes for Summer Trainees/Interns

· Organizing events like fun, cultural and sports.
· Vendor Management: - Identifying new recruitment partners. Negotiating on terms & conditions with placement agencies. Liaison & coordination with placement agencies. Processing bills & completing documentation. Maintaining effective database. Resolving issues

· Worked with vendors for fulfilling the open requirements on a daily basis. Vendor evaluation on quarterly basis and help promising vendors to meet business goals.
· Organization Structure: - Designed the organization structure in alignment with the business requirement as per the directions and inputs from concerned key people.
· Induction and Orientation: – Responsible for inducting the new entrants to the policies and the culture of the organization. Provide guidelines to the new entrants in relation with the functioning of the organization. Orientation Programme for new joinees in order to familiarize them with the new organization and its culture.  Initiated and implemented Buddy Program in the organization.
· Performance Appraisal and Career Planning: - Designed the Performance Management System for the Company. The project involved designing the PMS process based on goals and competencies covering appraisal forms, parameters, rating scale.

· Responsible for working with the Head of Departments/Reporting Mangers to ensure individual KRAs are set and are in line with overall department goals and business goals. 
· Rewards and Recognition Program: – Designed and implemented Rewards and Recognition Program in the Company - Monthly/Quarterly/Annual.
· Employee Satisfaction Survey: – Designed internally Employee Satisfaction Survey to analyze the satisfaction of the employees.
· Grievance Handling: - Responsible for handling employee grievances and suggest solutions to the top management for resolving the same.

· Training and Development: – Have done Training Needs Analysis across organization and facilitation accordingly. Conducting active training to the Management Trainee on regular basis. 

· Coordinating with the external vendors on training as per the requirement.

· Work with managers to identify people-related issues that prevent maximum profitability and implements solutions
· Employee Engagement: Handling employee queries on day-to-day basis pertaining to all aspects of HR policies, compensation, leaves and handling employee’s grievances related to behavior, performance & discipline. Handled pre-recruitment and post recruitment formalities of employees.
· Maintained Recruitment module of Oracle HRMS for internal & external recruitment.
· Played role of Key Member in various ERP Implementations
Key Achievements:  
· Reduced the recruitment cost by 50% and have been successful to manage and closed manpower needs as per the Business Requirements 

· Successfully handling the contract staff for the entire branches PAN India.(Presence Across the Nation)

· Effective Vendor Management.

· Resolving the employee grievances of the employee by communicating the same to the higher authority.
Reliance Infocomm Ltd.
Designation: 
Executive HR

Duration: 
May 2003 – Oct 2007

Job Responsibilities:
· Manpower Planning, recruitment & budgeting

· Issue of appointment orders

· Preparation of Induction & Orientation programme for new entrants/Joinees.

· Preparation of joining reports and reporting to respective HOD’s and reporting officers to be conveyed on the same day.

· Completition of joining formalities (Generation of EMP Code, Providing Joining Kit, Bank A/C, provision Email ID, Statutory compliances) on the day of joining.

· Issuance of ID cards

· File, Attendance and Leave card management

· Pay roll processing

· Database management

· Identification of Training Needs

· Implementation of Balanced Scorecard (HR Dept.)

· Performance Development & Management

· Implementation of Career Development Plans

· Competency Profiling

· Development & Implementation of HRMS

· Compensation Administration

· Certified Internal Auditor (ISO 9001) 

· Drive HR initiatives

· Devising Employee retention policies.

· Full and final settlements
Other Responsibilities handled:
· Have Handled CSR activities.

· Grievances Management.

· General Administration activities

· Day to Day HR Affairs.

Exposure & Learning’s:
· Balanced score card and service level agreements
HR initiatives like mentoring, succession planning, JDs, 

· Training needs identification methodology and devising training calendar for identified gaps

· Compensation and benefits

· KRA settings
PERSONAL DETAILS
Permanent Address
:
A1-17 T.V.Colony Ramanthapur Uppal Post Hyderabad-13

Date of Birth
:
15th March 1976

Father's Name
:
G.S.R. Sarma (Late)

Marital Status
:
Married

No. of Children
: 
01

Passport No
: 
K3615857

	Language
	Speak
	Read
	Write

	ENGLISH
	YES
	YES
	YES

	HINDI
	YES
	YES
	YES

	TELUGU
	YES
	YES
	YES

	KANNADA
	YES
	YES
	YES


Key Skills:                
· Excellent understanding of HR systems and procedures

· Strong analytical and interpersonal skills

· Excellent command over written and oral communication 

· Decision making abilities and excellent track record of meeting deadlines

· Adaptive to change according to different culture and work environment

· Thrive in both individual and collaborative work environment

· Dynamic personality with strong leadership and management skills

· Confident, credible, and comfortable in dealing with upper management.

· Empathetic listener and problem solver.
    (G.V.S.Prabhaka)
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