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Diptee.203433@2freemail.com
SUMMARY

5+ years of expérience in Admin, recruitment and Career Counselling, in the field of Automobile, Mechanical, Oil and Gas, Medical, Hospital Staff, Software Engineering, Finance field. 
EDUCATION

· Masters in Computer Management from IBMR, Pune University 2008
· Bachelor of Commerce from Modern college, Pune University 2005
· Higher Secondary Education, Pune University 2002
PROFILE

· General Adminstration, Basic Accountancy and Record keeping, Client followups, Vendor Billing
· Career Counselling, Preparing Course Contents, Schedules for SAP courses in SAP training institute, Recruitment assistance/ placement for Candidates
· Recruitment counseling and Assistance to Industrial, Software and Hospital Clients 
· Expertise in handling of Manpower requirements, CV Searching, Candidate follow-ups, Salary negotiations.
CAREER HISTORY
Conscentia Institute for SAP studies. – Feb 2013 – Nov 2013
Responsibilities:

· Admin Career Counsellor and recruitment Guide 
· Course content design for SAP modules, Management Courses.
· Trainers’ schedule planning

· Trainers placements and candidates placement assistance

· CV searching, CV formation, Followups, record keeping.
· Interaction, co-ordination and support with other Colleagues for smooth execution of work.
· General Adminstration 
System Mechatronics  Pune from Dec-2010  to Dec -2012
Job Role & Responsibilities
1. Worked as a Admin Cum Career Counsellor and Recruitment Executive in a Recruitment firm for clients in Automobile, Engineering, Hospitals staff, finance, HR, Project management, Software/ Hardware fields.
· Detail review of Client requirements, Candidate profiles
· Analising  professional requirements and counseling for particular jobs
· Shortlisting of candidates, calling, followups.
· CV selection, Interview scheduling
· Final Negotiations/ followups
· General Adminstration and Basic Accountancy, record keeping 
“M/S. Emphatic Business Corporation, Pune.”, from Jan-2010 to Aug-2010
Job Role & Responsibilities

· Worked as a Career cousellor cum Recruitment Executive in a Recruitment firm for clients in Automobile, Engineering, Hospitals, Medicals, Software/ Hardware, Management fields.

· Counselling of students/ professionals for particular job opportunities. 
· Detail review of Client requirements, Candidate profiles
· Explaining client requirements and job profiles to candidates
· Shortlisting of candidates, calling, followups.
· CV selection, Interview scheduling
· Final Negotiations/ followups
Clients Handled:

· Manisha Construction

· Hotel Ista(5 star)

· Dr. Writer’s Food Pvt. Ltd.

· Panchaganga Agro Foods Pvt. Ltd

· Synapse Media

· Indian Eye Magic Pvt. Ltd.

· Expert 3D

· Palande Couriers

“M/S. Software Information Solution”(SAP training Institute). Pune from Mar-2009 to Oct-2009
Job Role & Responsibilities

· General Admin, Client followups, Course schedule & faculty management

· Counselling to students about SAP courses as per Students / industries requirements

· Extracting the data of Professionals from Job Portal. ( Naukri.com)

· Calling to professionals & give idea regarding SAP training. 
·  Counseling to professionals & guide them about suitable SAP module.

·   Follow up with the visited professionals.

·   Maintaining the record of enrolled students including fee structure, class   schedule etc. 
·   Handling the responsibilities of Student Co-ordinator. Training to the new counselors 

One year experience of working with Octroi Consultant Mr.M.P. Khot as Assistant.

One year experience of working on a tally with tax consultant Mr. Bartakke .

PERSONAL INFORMATION

Date of Birth                             25th May 1985

Marital Status                           Married

Languages Known                    English, Hindi, Marathi

Hobbies                                       Drawing, Painting and listening songs.
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