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SUMMARY
Highly motivated, customer oriented personality with over 4 years of experience in Administration, HR and Customer Service Industry. Strong Commitment to complete my profile details and high level of accuracy and outstanding work ethics.

KEY SKILLS
1 Team Leadership of multi-tasking and multi-cultural environments.

2 Analytical skills for strategic development of initiatives.

3 Quality communication and inter-personnel skills.

4 Highly developed Administration and coordination skills with the capacity to mentor individuals and build teams.

5 Strong Human Resource Background and Administration Skills.

6 Experienced in handling full recruitment life cycle from sourcing, screening, interviewing, negotiating

7 Hands on experience of manpower management, recruitment involving resume generation, screening and short-listing

8 Deft in sourcing resumes from various sources via portal, papers, agencies etc and conducting a telephonic screening.

9 Have gathered knowledge of IT and NON- IT recruitments and skill sets for various profile
10 OS


:
Windows 2007 & XP

11 Packages

:
MS Office & Excel
12 Exposure to People soft tool – SAP 
EXPERIENCE

Ciber India PvtLtd , Bangalore– Consultant Specialist- PeopleSoft(HR)-(Direct Role)
June 2013 –Dec  2014
Roles & Responsibilities: 
1 . On daily basis approve expense report of internal employees

2.  Pepare weekly report on employee and project utilization.

3.  Prepare Head count report on weekly basis.

4.  Approve Timesheet on weekly basis for internal employees.
Ciber India Pvt Ltd – (IT Recruitment) Specialist – Talent Acquisition
Jan 2013- June 2013( Contract Role)

End-to-end IT recruitment, Expertise in Job assessment, Sourcing, Screening of resumes, Initial screening Interview and follow-up.
Roles & Responsibilities: 

1 Responsible for handling the entire life cycle of the IT Recruitment process.

2 Coordinating with HR Manager in recruitment process.

3 Sourcing, screening and short listing resumes through various channels like, Monster, Naukri, etc.

4 Also sourcing profiles from Employee referrals, Network and other available resources like Mass mailing.

5 Identify and shortlist candidates through various web sites available on the Net Key Job portals like Naukri, Monster, etc.

6 Understanding the dynamics of the job market and adopting suitable recruitment strategies.

7 Develop and use company skills matrix to locate suitable candidates

8 Personally validate candidates to check communication Skills, technical skills, interest level, availability, salary, etc.

9 Schedule F2F/ telephonic interviews between shortlisted candidate and Technical team

10 Pre-joining personal follow-up with the selected candidates.

11 Have closed positions at various levels ranging from junior level to Project Managers.

12 Involved in Coordinating and Scheduling walk-in Interviews for various Multi-functional skill sets across different locations.

13 Maintaining and Building Database of all Candidates.

14 Maintaining the tracker of all the sourced profiles and the feedback on them and Update Candidate Tracking Sheet. (CTS).

15 Maintaining records of candidates, client’s requirements and client service reports.
Team Work, Goal setting
Logica CMG (CMM Level 5 Company)-HR Recruiter
(Contract Employee) Feb 2011- June 2012

1 Posting new vacancies in Logica website on weekly basis

2 Profile screening and scheduling.

3 Coordinating all scheduling efforts with the line-managers (facilitating the entire activities for employee referral)

4 Keep Employee posted about their referral status (About joining bonus and resume status.)

5 Coordinating with the candidates and the interview panel.

6 Contacting Interviews like HR discussion and communication round.

7 Maintaining all the referral details in a excel sheet.

8 Sending the resume to backend team for screening process

9 Coordinating for joining formalities for Employee Referral candidate.

10 Requirement Gathering from business Units, 
11  Understand the requirement and hunt the right resource from the market
12  Analyzing the resource availability from the market
13  End to End Recruitment Activity starting with Sourcing to the closure stage
14 Frequent interaction with offered Resource to avoid Declines and Non Joiners.
15 Handling Niche and Critical Positions
HR Executive – Prospect India, Bangalore

Aug 2009- Dec 2010

1 Shortlisted candidates from CVs and invited them for a screening interview to further assess suitability. Administered the psychometric profile to assess personality. 

2 Conducted interviews so as to verify their background, check their skills, evaluate their personality and in general assess them for the vacancy 

3 Prepared and presented complete CV’s along with comments on the short listed candidates to the concerned department head.

4 Coordinated the interview between the concerned department head and candidate

5 Updated document files, computerized systems, prepared vacancy files and administer the vacancy as and when a new activity is completed pertaining to the vacancy. 

6 Accumulated documents required to process candidates employment visa and passed it on the PRO as well as filed hard and soft copy.

7 Looked after personnel planning systems such as: Manpower Arrivals, Manpower Mobilization & Demobilization, Manpower Transfer, Manpower Vacation etc.

8 Prepared manpower inventory & distribution reports & revised job descriptions.

9 Monitored and implemented disciplinary actions & procedures.

10 Monitored Time Office / Pay-Roll functioning.

11 Carried out employee counseling & job evaluation exercises.

12 Approved/Handled leave schedule for all employees & assign suitable replacements.

Sr.HR Executive Anlage HRO Services, Bangalore, India

December 2007- July 2009

16 Sourcing the required profiles (IT and NON-IT) - through, Jobsites, Internal references and candidate references.

17 Mentoring team members and training on the requirements.

18 Conducing telephonic screening of candidates on basic competencies via language, interest, skills, qualification etc

19 Short listing of qualified candidates for technical job opportunities in the field of IT software development and outsourcing.

20 Meeting aggressive targets and closing requirements for key positions.

21 Post ads to appropriate job sites, Process ad responses.

22 Coordinating interviews and follow-ups till the joining of the candidates.

23 Generation of Recruitment Status (MIS) Reports.

24 Involved in client relationship and satisfaction feedback mechanisms.

25 Co-ordinate and conduct recruitment walk-ins for multiple client requirements.

EDUCATION
Bachelor of Commerce - University of MKU, Class of 2007 Bangalore, India

ADDITIONAL SKILLS
1 Excellent customer service and strong leadership skills, working with a diverse group of people and with both internal and external customers.

2 A strong belief in technology and using it as a solution to customers business' problems or as a means of improving process' and productivity

3 Strong analytical skills and relationship management skills.

4 Continually taking the initiative to evolve new, more efficient methods of completing tasks.

5 Detail oriented, able to handle multiple tasks and exceptionally high sense of accountability.

DATE OF BIRTH, NATIONALITY
15th Nov 1985/ Indian, unmarried 
Languages Spoken with Fluency

English
Hindi

Tamil

