Niranjani Vijay   
· #07871467782
Location –Chennai-Virgumbakkam


                  


Date of Birth 26-10-1979
Marital Status- Married
                                                 
 
   E-mail: tovijuanju@gmail.com
Academic Pursuits

· Bachelor’s degree in English  (Hons.) from Delhi University, 2001.

· Class XII (CBSE)1998(School Topper)

· Class X (CBSE) 1996

Proficiency in Languages 
English Hindi and Tamil –Read, Write and Speak
· Worked as Freelancer (Work from Home) for a company in Chennai as a English - Hindi – English Translator.

· Worked as a Freelancer (Work from home) for a company called Joan Prose in Bangalore as English-Hindi-English-Translator.
Computer Knowledge
· 
   Proficiency in MS WINDOWS, MS-OFFICE, VISIO
Previous Employment 

Employment Details

Organization                        ALCATEL
Period                                  Jun-20-2005 to Jul- 20 -2007

Designation                          HR-Executive

Alcatel provides communications solutions to telecommunication carriers, Internet service providers and enterprises for delivery of voice, data and video applications to their customers or employees. Alcatel brings its leading position in fixed and mobile broadband networks, applications and services, to help its partners and customers

JOB PROFILE- For Western Circle
· Induction of new entrants which includes, company orientation and HR orientation (covering the policies and procedures, Benefits)

· Updation of database- capturing the name of a new entrant in a database which includes uploading the details – source of a new entrant (referred by), history, probation date, contract extension date, salary updates.

· Handling Grievances –Executive level till the Senior Managerial level for the western Circle.

· Co–ordination with HOD’s for resource transfer, which includes the follow up for letters, reimbursenment and introduction of an employee to a particular region.

· Conducting Exit interview, Exit analysis and identifying retention opportunities

Employment Details

Organization                        Orion Dialog
Period                                    Mar –15-2003 – May -2005 
Designation                          Sr  HR-Executive

Orion Dialog is leading domestic call centre working with reputed clients like Airtel,Tata Teleservices,Xerox,Intel ect. Orion has two offices one in Delhi & one at Chandigarh.Having a turnover of 15 crores the company has employed seven hundred employees

JOB PROFILE
· Conducting personal round of interviews at Delhi as per the requirements of the different projects and conducting final round of interviews for chandigarh

· Salary computation for Delhi & Chandigarh employees, which also included regular attendance checking, compiling leave statements and also excess hours statements.

· Coordinating with head of the departments for half yearly appraisals

· Grievance handling 

· Conducting Exit interviews.

Employment Details

· Organization                           PC solutions Pvt Ltd.

· Period                                     Jul-1-2001 –Mar-14-2003

· Designation                            HR-Executive

PSPL is in Information Technology (IT) business for the past 12 years. PSPL ensures right deployment of technologies and products in the area of System Integration comprising of hardware/software, networking and applications

   JOB PROFILE:

· Coordinating interviews for various Departments for various levels. 

· Coordinating for salary computation

· Handling time office

· To solve the salary related queries of employees. 

· To maintain the employees data bank    
