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Objective:   To work in an organization that provides me an opportunity to employ my creative talent and skills, so that I may propel its growth and development, while also contributing to my personal and professional fulfillment.

EDUCATIONAL CREDENTIALS
	               Degree
	 Year of Passing
	 College / University
	 Percentage

	Masters in Commerce, Bus. Admin (M.Com ) 
	    May- 2015
	 St. Andrews College, Bandra ,Mumbai
	 Result Awaited

	Bachelor in Management Studies ( BMS)
	   April- 2013
	 St. Andrews College, Bandra ,Mumbai
	 73.33%

	HSC
	   March- 2010
	 St. Andrews College, Bandra ,Mumbai
	 67.33%

	Senior Secondary Examination 
	   Feb- 2008
	 Mount Mary Convent High School
	 62.92%


PROFILE
· Responsible for recruitments for Middle & Senior Level profiles of Statutory & Internal Audit Concurrent Audit, Forensic Audit, SOX, Transaction Advisory services, Due Diligence.
· Posting of advertisement on portals
· Sourcing and Screening resumes and scheduling interviews
· Confirming Date of Joining.

· Result-oriented, team player with superior interpersonal, analytical and management skills.

· Strong planning, organizational, communication skills.

· Effective in dealing with higher management.
· End-to-End Recruitment Process
· Portal & LinkedIn based search

PROFESSIONAL EXPERIENCE
__________________________________________________________________________

Company: Gips Management & Personnel Consultants (Recruitment Firm)
Role: Recruiter Executive

Duration: January 2014 – July 2015
Handling Clients of all CA Firms (Big 4’s) Like Ernst & Young, Deloitte Haskins & Sells, BDO MZSK, T.P. Ostwal, U.S Gandhi, Damac (Dubai).
Responsibilities:

Recruitment & Selection
· Responsible for end to end Auditing recruitment activities, involves sourcing, screening, conducting telephonic interviews, scheduling interviews.
· Successfully handled recruitment for various positions for top tier companies.
· Evaluating the requirements and screening the right profiles from Naukri.com, monsterindia.com and networking sites, before submitting them to the Technical Panel.
· Pre screen and Tele screen candidates & Short list those according to complete evaluation of the candidate their competencies, skills and aspirations (positions, salary, relocation aspects etc.) fitment, availability, communication skills, genuineness, interest level.
· Posting vacancies in Job portals & Mass Mailing.
· Getting profiles reviewed by the technical panel after validation.

· Maintaining daily interview schedule and updating them on timely basis. 

· Conducting the initial screening and coordinating between the Internal & External Customers for interviews. 
· Involved in consolidating hiring status reports of all businesses and generating Master Reports to evaluate overall recruitment status (Daily, Weekly & Monthly).

· Check references, negotiating terms and rates for each project, coordinate the interview process, extend offers, and close the candidates.
· Salary negotiations with candidates on client’s behalf.
· Getting updates/feedback and closing the job positions.

· Working on Audit Requirements across various Profiles for Senior and Mid Level positions across various levels of clients

Induction & Training & Development:

· General briefing about the company and introduction & explanation.

· Briefing on employee handbook i.e. policies, rules & regulations, employee benefits

· Identifying trainers for all programs.

· Training of new hires

· Telephonic Etiquette
PERSONAL INFORMATION
	Gender
	Female

	Languages Known
	English, Hindi, Marathi , Konkani

	Marital Status
	Unmarried

	Date of Birth
	28th May 1993


[image: image1.png]



