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CAREER OBJECTIVE

To reflect loyalty and commitment towards organization’s goal as well as to climb the corporate ladder and reach my professional  height.

PROFILE IN BRIEF

Bachelor degree in commerce with good communication and Administration skills, customer care, negotiation and analytical skills. Proficient with use of latest computer applications and internet research or common database applications. Seeks a more ambitious and challenging role to utilize acquired expertise and market know how..

PROFESSIONAL QUALIFICATION
· Bachelor in commerce
HISTORY OF EXPERIENCE

Employer Name : Manpower Group Services India Pvt Ltd
Designation : Talent Acquisition Specialist

Duration : JUNE 2014 - TILL DATE
Duties and Responsibilities

· Responsible for sourcing man power according to the requirement from the clients.

· Look for the suitable candidates for the positions provided by different companies.

· Get positions for providing manpower in various companies.
· Telecommunications and operations,Sales, Healthcare, IT solutions,Banking and finance.

· Sourcing and short listing the candidates for the requirement provided by the clients.

· Getting right candidates by headhunting and using job portals for some critical requirements.

· Conducting initial screening over the phone and personally meeting the candidates.

· Daily interaction with consultancy for feedback.

· Regular follow-up till the candidate joins the organization.
· Maintaining monthly track sheets for interviews conducted and selection process.

· Searching methodically and persistently for suitable candidates within our database and in the market and respond within two working days to a client.

· Tolerance in attending employee queries, support to the management or executive level.

Clients Handled: 

· Dell,Honeywell,ABB,Amazon,ADP(Hyd&Pune),UHG,IBM(Hyd, Bangalore &Gurgaon), Mphasis,Accenture,Flipkart, Cognizant(Hyd, Blr, & Mlr).

Employer Name : IZEE Manpower BPO Recruitment Pvt Ltd  Bangalore
Designation : HR Recruiter

Duration : Jan 2013- May 2014
Duties and Responsibilities

· Recruiting IT and NON-IT professionals. Expertise in the areas of Staffing, Recruiting,Sourcing, Head Hunting, Team Handling, Reporting, Vendor Management, Sourcing,Interviewing.

· Screening: short listing candidates sourced through portal (Naukri, Monster, Times jobs andLinkedIn) and validating them on their experience and interest on the role.

· Lateral Hiring: Identifying right candidates with required Skill set and experience and make sure that it should match with the requirement as per the job description.

Duties and Responsibilities

Responsible for providing an efficient and professional administrative and clerical service to colleagues, managers and supervisors to facilitate the efficient operation of the office.

· Control-Identify bottlenecks, highlight possible delays in advance, propose and execute corrective and preventive actions.

· Ensuring office procedures and systems operate efficiently.

· Handling requests for information and data.

· Setting up e-mail groups for committees and Circulating documents via post and emails.
· Maintains all registries for administration document.

Hr functions:

· Handling all HR functions and administrative activities: recruitment, preparation of training and the technical program to enhance the managerial and soft skills of the employees.
· Software Packages : MS OUTLOOK, MS WORD,MS EXCEL,Visual Basic.

PERSONAL ABILITY

· Attention to detail.

· Punctual and reliable.

· Can work without supervision.

· Ability to cope and work under pressure.

· Good written and verbal communication skills.

· Able to work as part of a team.

· Having a patient outlook.

· Ability to multitask and manage conflicting demands.

PERSONAL PROFILE

Date of birth : 20-08-1990
 Sex : Female

 Marital status : Single
 Nationality : Indian 
 Languages known : English,Hindi,Kannada
  DECLARATION
:

            I hereby declare that the above information and particulars are true and correct to the best of my knowledge and belief.

