Profile

Human Resource Analyst with over 4.5 years of experience in Onboarding and
Background verification checks. Good communication skills. Well versed with
applications like Workday and Service now. Proven skills in communicating and
team management. Seeking to leverage these skills to contribute to a forward-
thinking company with a focus on people development and strategic HR
management.

Employment

Oct 2020 - Dec 2024 HR Service Delivery Analyst
SNEHA NAIR Accenture Private Ltd

HR Service Delivery Analyst « Part of Onboarding team for UK and Ireland

employee.

Personal details ——— e Addressing candidate queries on emails and
calls, resolving issue of recruiters.

« Processing candidate profiles and providing
information about candidates to recruiters.

e Preparing, organizing and storing information in
digital form and also handling the SharePoint.

o Allocating work amongst the team members

Dubai ensuring that each member is given the similar

candidates to work upon.

July 2, 1997 « Ensuring that the hiring process is completed

smoothly.

Indian ¢ Ensuring that the candidate has received the
contract and offer letter.

s Checking that the link for uploading the
document is sent on time to start the
background verification process.

+ Auditing the documents collected by the team
and ensuring it meets the standard parameters

Skills fqr hiring as per the area and role they are
hired for.

« Contacting the references provided by

Teamwork candidates in case of missing documents.

+ Preparing and maintaining the audit trackers
and ensuring that all the candidates are audited

snehanairl54.sn@gmail.com

+971 582727218
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Passport No: P488329
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Visa Status: Dependent

Time Management

Leadership on time.
« Preparing reports on candidate statuses on
Effective Communication hiring process and share with the onshore
partners.

Critical Thinking o Attending client calls for the candidates to be

hired in each area.

e Once the candidate meets standards and if
ready for hiring, send the details to the
technical team to send the laptops.

+ Actively communicating & coordinating within
team members for team building.

« All the candidates who have accepted the offer
are sent for background checks.

+ Ensuring that the offshore team has completed
all the training and identify the need for
additional training for any team members.
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« Maintaining attendance data for the entire team
of 50 members.

Oct 2019 - Jul 2020 Associate
Sterling Information Resources India Pvt Ltd

« Search the web to find the listings for
universities, colleges, and companies.

« Initiate verification calls to verify the credentials
of the applicants.

+ Send written verification requests for
verification as per the policies of the
institutions/organizations.

o Enter appropriate verified data into the system
and generate a report.

+ Follow quality guidelines and achieve the
targets set by the Team Leader.

Dec 2018 - Jun 2019 Associate
Clearpath Technology Pvt Ltd

e Selling websites, digital marketing, online
promotions services through B2.

e Biding on online Portals for IT Projects.

¢ New Business generation with the help of
making calls, queries, E-Mails etc.

e End to End Sales cycle management.

e Promotion of new online products launched
by the company.

Education

Jun 2015 - Apr 2018 Bachelor of Commerce
Jan 2013 - Jan 2015 H.S.C

Jan 2013 - Jan 2013 S.S.C

Courses

Advance Excel

MScIT




