SHANTI KALAGA, PHR, SHRM-CP
5905 Pintail Lane, White Bear Township, MN 55110 |417 -434-4855| shantikalaga@gmail.com

Summary

Dynamic human resources coordination and management professional.  Broad based experience and a strong background in employee training and development.  Competent in new-hire orientations, 
on boarding, employee relations, benefits administration and payroll administration.
Skills


· Onboarding
·  Recruitment
·  Compensation & Benefits
·  ADP
·  Office Support 
·  Immigration
·  Regulatory Compliance
· Customer service
·  Employee Relations
· Human Resource Administration
· Payroll processing
· Performance management
·  Client service
·  Data entry

Achievements

· Award Achiever of the month for being the best performer at HSBC India Pvt Ltd
· Led the branch in referral sales for the quarter as a Teller at Arvest Bank 

Professional Experience

Human Resources- Volunteer                                                                                                                        Since April 2015
Healtheast Care System, St. Paul, Minnesota
· Assist Human resource department with maintaining personnel database.
· Assist other assigned jobs from time to time.

Volunteer- Front Desk and Tutoring                                                                                                                    2014-2015
Solid Ground, White Bear Lake, MN

· Helped clients with various activities at front desk
· Faxed letters, received mail, received visitors and answered phones.

Human Resource Generalist 										2014 – 2015
Oasys Technologies Inc, Eagan, Minnesota

· Explained human resources policies and procedures to all employees.
· Managed communication regarding employee orientation and open enrollment for benefits.


· Managed new employee background checks, I-9 documentation and verify work authorization.
· Track status of candidates in ADP HRIS and respond with follow up letters at the end of the recruiting process.
· Processed required documents through payroll and insurance providers to ensure accurate record keeping and proper deductions.
· Administer employee insurance, pension and savings plans, working with insurance brokers and plan carriers. 
· Maintained vendor contacts and contractor agreements. Follow up with vendors on related activities.

Client Services Clerical Assistant 									              2012 – 2013
IC System Inc, St Paul, Minnesota

· Data entry of clients and the debtor information.
· Reply to client queries related to debtor information
· Posted payments and update payments on debtor account as per client client information.
· Generate reports required by supervisors.
· Assisted in the mail room with sorting and distribution of mail.
· Assisted with projects as assigned by the supervisor.

Executive Recruiter 											2012 (5 months)
HT Associates Inc, Rolling Meadows, Illinois

· Sourcing, screening, interviewing, qualifying and presenting candidates for employment.
· Explore various tools to recruit qualified candidates.

Teller 													2009 – 2010
Arvest Bank, Joplin, Missouri

· Cashed checks and paid out money after verifying that signatures are correct, that written and numerical amounts agree, and that accounts have sufficient funds.
· Received checks and cash for deposit, verify amounts, and check accuracy of deposit slips.
· Entered customers' transactions into computers to record transactions and issue computer-generated receipts.
· Ordered a supply of cash to meet daily needs.
· Received and counted daily inventories of cash, drafts, and travelers' checks.

 Teller 													2008 – 2009
Commerce Bank, Joplin, Missouri
· Same as above.

Recruitment Manager 											2006 – 2007
Discovery Global Services, Secunderabad, India

· Managed and trained a team of recruiters.
· Interacted with clients and coordinated the recruiting process of clients




Customer Service Representative 									2005 - 2006
HSBC India Pvt Ltd, Hyderabad, India

· Worked in the Mortgage customer service department of HSBC.  Answered various queries of clients based in UK.
· Update direct debit entries and update customer information.
· Answer customers by phone and email, responsible for both inbound and outbound calls.


Certificates of Professional Development

· HCRI Certified Professional in Human Resources, 							2012
· SHRM Certified Professional  								                           2015  

Education

Diploma in Human Resource Management, Indira Gandhi National Open University, India

Post Graduate Diploma in Industrial Relations & Personnel Management, 
Sardar Patel College of Communication and Management, New Delhi, India

Bachelor of Arts (B.A), University of Mumbai, India
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         The Forum on Workplace Inclusion Conference 						2014 & 2015
          St Thomas University, Minneapolis, Minnesota  					
· Customer service
· Registration
· Hospitality 
· Preparation

Twin Cities Human Resource Association Spring Conference 	              	              2013 & 2014
· Customer service


             Human Resource Professionals of Minnesota Spring Conference 		               	2013, 2014 & 2015
· 
· Customer Service
                                                                  


Memberships

· Society of Human Resource Management
· Twin Cities Human Resource Association
· Human Resource Professionals of Minnesota
 

