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Summary –
· Having 2months of experience as an HR Executive
· Excellent competence in written and communication skill.

· Flexible towards the work environment & timing.

· Outstanding team player.
· Self –motivated sincere and responsible.



Objective - 


Professional Aim: 

To work in an organization where one can achieve career goals along with the growth of the organization and to climb up the corporate ladder to affect the decision-making.
Technical Competency:

	Databases
	· Mysql

	Hardware and OS
	· Windows server

	Programming Languages and Development tools
	· C++, Core java

	Industry 
	Telecom, Healthcare, Retail 


Professional Profile –
Experience:      June 2014 to till date
Employer:        JJ Info-solutions pvt ltd.
Roles   :           HR Executive
Responsibilities:

• Consistently met and exceed aggressive recruitment deadlines and metrics. Getting job requirements from client, doing research to understand the technology and need of the requirement.
•Screening resumes on the basis of skill sets, rate, experience, etc as per the active client's requirements.
•Interviewing & short listing the suitable candidates.
•Keeping a follow up with clients regarding the candidates resume being short listed at client side.
•Coordinating & scheduling of interviews.
•Formatting, Pipelining and Maintaining Database of active candidates. 
Maintaining a friendly relationship with the candidates and following up with them until they join. 
•Conduct searches through industry networking, employee referrals, resumes database and internet advertising. 
•Experience working on multiple medium to high level Direct/Contract positions.  
•Monthly review on the performance of the sourcing process - Ensuring steps are taken to improve the process. 
•Review Offer Details Form for managers; seek additional approvals if/when required.
•Evaluate skill levels, manage offer process, including reference checks, salary recommendations, offer letter generation, Background check and offer acceptance/declines. Sourcing CVs from various channels such as referencing, company’s own database, Job Portals i.e. Monster, Naukri, and networking tools such as Linkedin.

Awards & Achievements.
1. Surpassed the target in the company.

2. Stood First in Debate at the State Level.
3. Stood Second in Singing Competition.
4. Participated in Fashion show at college level.
Extra Curricular Activities.
1. Interested in Net Surfing.

2. Active Participant in Athletics in school level.
3. Listening to soft music.
Academic Background –
	Name of the Examination
	Board/University

	B.E Hons in computing 

(Specialization in software) 
	Rajiv Gandhi university

	XII
	JKS College

	X
	CBSE


Personal Profile –

Sex               :      Female
Strength         :  Positive frame of mind
                       :  Goal oriented

                       :  Great zeal to attain knowledge                                       
I hereby declare that the information given is true to best of my knowledge & belief.

