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CAREER OBJECTIVE
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To enhance my skills by contributing in the organization with best efforts in achieving the organization goal and to have continues self-development by the way of learning knowledge and exposure through new assignment.
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WORK EXPERIENCE
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1) Worked with Altisource Portfolio Solutions Pvt Ltd as an Associate Recruiter from Feb 2013 to July 2014
Key Responsibilities Handled
Recruitment & Selection Process
· Searching of CVs through job portals & Headhunting Agencies as per the Requisitions. 
· Taking the requirements from the departments 
· Posting requirements in Job Portals 
· Screening and short listing the profile as per requirement 
· Responsible for taking the HR interviews and the aptitude test. 
· Co-ordinating with candidates and conducting Preliminary interview (Telephonic). 
· Conducting reference check and co-ordinating with the background verification team. 
· Preparing daily recruitment reports, maintaining the trackers for recruitment, reference check and aptitude test. 
· Roll out offer letters and ensuring the CTC cost guidelines are met at all times while making the offers. 
· Creating a database of potential hires through job portals & references. 
· Handling the Internal Job Posting and conducting various test for the employees applying for internal job posting. 
HR Operations and Services
· Responsible for new employee joining formalities and statutory compliance. 
· Issuing Appointment Letters. 
· Making employee known the policy and culture of the company. 
· Maintaining Time records and Leave records of employees. 
· Co-ordinating with the Performance Appraisal Team and the department head of various departments for the appraisal of the employees. 
· Responsible for exit formalities. 
2) Worked with End To End Marketing Solutions Pvt Ltd as Executive - Voice Response from March 2011 to Jan 2013
Key Responsibilities Handled
· Planning event management responsibilities 
· Target the audience; decide dates and venues by coordinating with the clients. 
· Send invites to the delegates for corporate events 
· Analyzing the anticipated benefits of attending the events 
· Approach and coordinate with sponsors 
· Event management – preparation 
· Project-manage events in accordance with event plans. 
Achievements
· Handled a team of 5 people for the nomination process of Telecom Awards of The Times of India 
· Handled the CFO Conclave for Bloomberg TV 
· Handled audience generation for CNBC TV 18 and CNBC Awaaz. 
3) Worked with Tele-Access Service Pvt Ltd as Customer Sales Representative from September 2010 to March 2011 
Key Responsibilities Handled
· Attract potential customers by answering product and service questions; suggesting information about Life Insurance Plans by LIC. 
· Generating leads from available database. 
· Taking appointments and forwarding to sales team. 
· Maintaining trackers for follow up cases and closures. 
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EDUCATIONAL QUALIFICATION

· Completed Bachelor Of Commerce from Mumbai University. 
· Completed Higher School Certificate from Chetana College. 
· Completed Secondary School Certificate from Kalina Education High School. 
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PROFESSIONAL QUALIFICATION

· Pursuing Post Graduation Diploma in Human Resources from Welingkar Institute of Management Development & Research, Completion date – September 2015. 
· Diploma in Human Resource Management from Welingkar Institute of Management Development & Research in the Year 2013 
· Diploma in Office Automation & Graphics from Keerti Computer Institute in the Year 2007. 
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PERSONAL PROFILE


	Date of Birth
	:
	2nd December, 1986.

	Gender
	:
	Female

	Marital Status
	:
	Married

	Nationality
	:
	Indian

	Visa Status
	:
	On Husband Visa

	Languages Known
	:
	English, Hindi, Marathi, Tulu.


