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OBJECTIVE

Looking for a challenging position in a reputed firm with responsibilities that helps me to utilize my skills efficiently and to emerge as an achiever in every endeavor that I undertake.
Having work experience of 17 years in total, including 11years as a Hardcore Technical Recruiter with extensive experience in recruitment for International Energy, Oil & Gas (Upstream, Midstream and Downstream)Petrochemical and Refinery, EPC, Mep, Power and Utility, Infrastructure, Construction, Financial, Real Estate/Property Developers, Retail & Manufacturing industry and 6 plus years of experience in Administration, Customer service and Finance.
Experience Summary
Control & Applications Emirates (www.caeme.com), Abudhabi       December 2010 Till Date December 2014
Company Profile: Control & Applications Emirates (CAE) is a leading EPC Contractor expertise in Electrical & Power Systems, Control & Instrumentation, Tele-communication & Low Current, and Maintenance & Commissioning Support.

Designation: Senior Recruiter and Training Coordinator

Overall Job Scope & Span: 
· Successfully recruited and a part of the interview panel for 2400+ employees since Dec 2010 across all levels.

· Manpower recruitment as per business plans including recruitment of professionals for all managerial positions, executive cadre, and technical staff in the skilled / semi-skilled category of employees.

· To develop recruitment process to fulfill internal vacancies on demand.
· Overseeing entire recruitment cycle from New Employee Requisitions, Sourcing cv’s, screening against JD’s through Job Portals, References, Internal database, LinkedIn etc.
· Analyze daily recruitment progress for different projects in various stages of completion/on progress. Ensure the selection of candidates in terms of numbers, level and skill with right attitude, quality, and suites to the mission, vision, and culture of the organization. 

· Ensure the effective operation and development of the Recruitment department within the HR functions contributes to the overall effectiveness of Human Resources Management and services. To develop and maintain a data bank of in-house talent management system and thus provide potential candidates to the suitable vacancies. 

· Manage, Coordinate, and liaise overseas employment partners like manpower supply agencies for various manpower requirements. Monitoring the agencies performance and adding new potential agencies & removing non-performing agencies. 

· Total responsibility in handling in-house full recruitment cycle including discussion with potential candidates, issuing job offer and firm acceptance to the assignment. 

· Fulfillment of staffing needs with high quality, diverse candidates at minimum cost and maximum speed while following related policies and practices. 

· Send the shortlisted resumes to the Department Heads along with the required info Follow up with the Department Heads and obtain feedback & rating for each submitted resume On-time Keep in touch with the candidate directly. 

· Obtain the interview feedback from the Department Heads on-time, update the candidate and keep the agents in the loop of communication. 

· Work with the HR Manager to obtain and extend contingent employment offer to the shortlisted candidate. 

· Coordinate with the mobilization coordinator; provide the required details to initiate mobilization procedure for the selected candidate. 

· Mobilizing employees, completing joining formalities, arranging new recruits orientation/induction programs and placement in their jobs. 

· Keep updated the recruitment reports Attend and participate actively in the team meetings.
· Involved in Resignation and termination of employees.
· Actively involved in the automation of Appraisal system. 

· Assist in the preparation of weekly and monthly reports for the Training and Development Team.

·  Focal point for all administrative tasks within the Training and Development team ensuring documentation and authorizations are proper.

·  Maintain accurate training records and update the training database regularly.

·  Administer the training booking process for all trainings.

·  Liaise with external training providers to research courses, co-ordinate bookings & provide appropriate feedback to the HR Manager.

·  Liaise and negotiate with external venues to meet course requirements and arrange bookings as required.

·  Prepare and distribute training aids such as instructional material, handouts, evaluation forms and presentations when necessary. Set up audiovisual equipment via IT department.

·  Coordinate internal course delivery, including course profiles, venue bookings, joining instructions, refreshments/lunches and evaluations.

·  Liaise with onshore/offshore administration and logistics to ensure the company personnel are supported with training requirements.

·  Continuously monitor and suggest ways of improving the quality of processes and administration though relevant feedback and data.

Ambe International (www.ambeinter.com), Mumbai                                  September 2007 To November 2010
Company Profile: Ambe is the first registered human resources consulting firm in India. Founded in 1979 it provides various recruitment solutions to its clients spread across the globe.
Industries handled –Oil & Gas/Petrochemical/Power and Energy/ Retail / Real-Estate / FMCG/ HealthCare / Engineering & Construction/ Hospitality/ BFSI / Government & Semi Govt Companies.

Designation: Recruitment Consultant
Job Responsibilities:
· Handled full-cycle recruitment projects (planning, sourcing, and deployment) Manage client relationship and worked closely as a business partner looking after current and Future Recruitment needs. 

· Conduct research on client’s industry and map competitors for headhunting purposes.
· Analyse client’s requirements which includes consultation and clarifications on the Positions, salary range and other parameters prior to sourcing of candidates.

· Create Recruitment Action Plan (RAP) and lead the discussion with the team on the course of action from sourcing to mobilization of candidates as well as set targets in accomplishing the projects. 

· Prepare ad content and review/approve the final artwork for print and online posting.
· Allocate requirements to the team members and monitor their output to ensure that only quality candidates are submitted for review. 

· Source suitable candidates from the data base and top job portals in the target region (North America, Europe, Middle East & Asia), professional networking sites, professional References and other non-conventional sourcing methods. 

· Conduct initial screening of candidates (telephonic, personal & web interviews). 
· Arrange logistics during interviews – i.e. booking of facilities, travel and scheduling of Candidates.

· Assists in salary negotiations between clients and candidates.
· Conducts professional reference check and coordination with the client’s authorized background investigators.
· Provide all information available on each stage of the recruitment process to the candidates to retain their interest.
· Supervise the processing coordinator in ensuring that all documents required for visa processing are completed on time to meet the target deployment schedule.

· Prepare recruitment reports, deployment forecasts and reports analysis for Management and client update.
· Clients worked with GASCO,ADNOC,ENOC,Shell,Emaar,Damac properties,Total,Alfara,Atila Dogan, Descon Engineering, Bhatia Brothers,Galfar,Al Hassan, Saudi Oger,Topaz,Chiyoda,KBR,Satorp, SASREF ( Saudi Aramco Shell Refinery),YASREF (Yanbu Aramco Sinopec Refinery),Jal-International,Hamad Medical Corporation,KOC,QAPCO,Primary Health care corporation, DEWA,Equate,KNPC,FERTIL,Petrofac,Samsung,Lamprell,Aljaber group,Technip,ISCO,CDC, Newsco Drilling,Exterran ,HEISCO,EDAC Energy, Alsa Engineering, Aluminium Bahrain, Shapoorji Paloonji, Intech Engineering,Dodsal,CH2ML,Qcon,Right Angle Media, Continental Garments, Petron, Sembawang Shipyard,CB&I,CCC,Aditya Birla, Technimont, Better Homes, Gammon India,Leighton Asia, Punj Llyod,Linde, Foster Wheeler ,Al Khaleej Heavy Equipment, Al Moayyed Group,Arabian Industries,BEC,Dolphin Construction,GCC,CDC-Qatar,Mace-Qatar etc.
· Handled a team of 4 recruiters.

· Reporting to the Managing Director.

Bright International, Mumbai                                                                              May 2006 – June 2007
Company Profile: Is a premier HR Company focused in providing TOTAL HR Solutions to their clients. Started by professionals who have got vast experience in Recruitment, Business Development and Visa Processing for Middle East.  

Industries handled –Oil & Gas/Petrochemical/Power and Energy/ Retail / Real-Estate / FMCG/ Engineering & Construction/Infrastructure/Telecom/Manufacturing/ Hospitality/ HealthCare/ Government & Semi Govt Companies.

Designation: Recruitment Consultant.
Job Responsibilities:
· Excellent track record of managing recruitment for clientele from diverse industries, analyzing market trends & establishing healthy & prolonged business relations with clients.

· End-to-End Recruitment
· Team Handling

· Client Co-Ordination & Client Relationship

· Analyzing and understanding the client’s requirements. 
· Sourcing, Screening, Evaluating and Selecting candidates through a structured recruitment process as per the client requirement.

· Coordinating interviews and ensuring that resource needs for various projects are met within stipulated time frame.

· To take initial telephonic interviews and personnel interview of the suitable candidates

· To schedule interviews of candidates with the clients.

· Checking References and suitability of applicants before referral to employers for interview.

· Informing applicants of job responsibilities, work schedules and working conditions, company policies, promotional opportunities and other related information.

· Preparing Job Descriptions.

· Direct sourcing of applicants by using various Job Portals, Databases, networking and head-hunting techniques.

· Well Experienced in handling bulk Recruitment Drives for Client like SABIC, Saudi Aramco, Galfaar, Kentech, ADNOC,NPCC,JGC,EMAL,DUBAL,ZADCO,ADMA,Petrotec,Alfanaar,SK Engineering, Link Middle East,Zamil Steel,Voltas,CCC,Medgulf ,Commodre Contracting,Sharjah General Contracting Company,Al Safeer Group,EMCO,Aldaar Properties,Abudhabi Education Council ,Essar,Reliance, Shobha Developers,HBK Engineering,Woodgroup,Haliburton,Bechtel,Lindenberg,Shanfari Group,Al Ansari,Al Muftah Contracting Co, STS-Oman,Al Adrak-Oman etc.
· Negotiating with the candidates on the salary package.

· Preparing weekly and monthly reports on recruitment Team wise/ Individual Monitoring on each requirement, submissions made against the same, & follow ups with all the offered candidates & the clients.

· Interacting with the client to resolve any issues/ get the requirement or for any coordination.

· Assisting Clients and candidates for the visa process.

Realmz Impeccable, Mumbai (www.cobragroup.com)                                                   June 2003 to April 2006.
(Franchise of Appco Marketing).

Company Profile: A franchisee of a multinational organization based in over 22 countries and is involved in Direct Sales in the services industry. Realmz is involved in Direct Sales for telecommunication sector in Chennai, Mumbai and New Delhi. 
The company represents clients like Airtel, RPG, Reliance Etc.
Designation: Administrator
Job Responsibilities:
· Handle recruitment for positions as Executives, Sales Managers, Branch Managers, Business Development Managers within the company, including placing of advertisement in local newspapers, job portals etc. 
· Source, Screen and shortlist the resume according to the requirement and attend initial recruitment calls from the candidates.

· Interview scheduling and follow up with candidates.

· Conducting HR interviews, salary negotiation and finalization of joining date.

· Attending Weekly & Monthly Meetings.

· Manage the reception and supervise the co-administrators and office assistants. 
· Manage the details of each sales executive from their appointment date till their end of service.
· Visually check all applications forms of sales products and accompanying documentation submitted by executives for accuracy and completion.

· Input executives sales submission on excels template and email to APPCO MARKETING for verification and reconciliation.
· Check executive payments for accuracy and flag queries to company book keeper as relevant.
· Manage all correspondence for the office including incoming and outgoing courier deliveries, post, faxes, bills, emails and expenses.
·  Handle telephone, fax and email messages of Managing Director.
· Manage and oversee the office facilities including maintenance and upkeep of office premises, equipment, furniture and fixtures. 
· Ensure the premises are always presentable and tidy.
· Manage all stock and inventory in office and report to Head office.
· Undertake all responsibilities, which the Managing Director may assign.
· Reporting to the Managing Director.
Hyundai Motor Plaza, Chennai (www.hyundai.co.in)                                           December 2000 to May 2003
Company Profile: Since its establishment in 1967, Hyundai Motor Company has grown to become Korea’s preeminent automobile manufacturer with a sales network extending to 193 countries. In recent years, Hyundai has moved beyond Korean shores to establish manufacturing presence in the USA, China, India and Europe in order to be closer to the customers.

Designation: Executive-Customer Care
Job Profile:

· Receive Customer Vehicles for Service and Repair Jobs and raise repair orders on Dealer Management Systems.

· Advise customers on the required vital jobs.

· Regularly follow up with workshop controller and technicians on his vehicles and update.

· Customers on the job progress and ensure delivery of the vehicle at the promised time.

· Prepare Invoices on Auto deal and arrange for active delivery of vehicles.

· Follow up on payments of credit customers and ensure collection within stipulated time.

· Regularly monitor orders and ensure timely billing.

· Conduct post service follow up to ensure customer satisfaction.
· Arranging & conducting meetings towards customer orientation.

· Reporting to the Service Manager

D.B. Madan & co, Chennai                                                                               April 1993 to November 1997
Company Profile: As independent European carrier with its Headquarter in Bremen/Germany, we are represented by 170 customer service offices and agents in 70 countries to provide excellent service.
Designation: Account Assistant
Job Profile:
· Involved in documentation and Refunds.

· Paper preparation regarding Export and Import Manifest.

· General Accounts Maintenance.

· Reporting to the Chief Accounts Manager.

Professional Qualification
 B.com Second Class passed out in April 1993 from Auxilium College, Vellore.

Computer Proficiency 
Ms – Office 2000, Word and Internet Applications
Lotus1, Tally (EXGN Accounts Package).

Extra - curricular Activities 
Won second place in Intercollegiate Hockey tournament and Badminton.
Awarded for Excellence at work by Appco Marketing (REALMZ IMPECCABLE).

Personal Details 
Date of Birth: 28th March 1972
Sex: Female
Marital Status: Married
Nationality: Indian
Availability: Immediate
Personality Traits
· Self motivated. 
· Target achiever & quick learner
· Can work under pressure and Good communication skills
· Firm believer in team work & result oriented approach.
Declaration
I hereby declare that all the above details mentioned are true & correct to the best of my knowledge.
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