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D.O.B.: 07/07/1989
Nationality: Indian
Location: DUBAI, UAE
Visa status: Tourism-Long Term visit Single Entry-expiry on 09th may 2015
Objective:
To obtain a position as Business development cum Hr Manager in a challenging environment that demands experience and education in Business management.
Strengths:

· Excellent verbal & written communication skills

· Self starter, self motivated with strong professional ethics.

· Result oriented ,responsible & hardworking

· Ready to meet work pressures and deadlines

· Dynamic ,enterprising, enthusiastic & well presentable

· Excellent convincing, negotiation &interpersonal skills
Education:

 MBA (Marketing and Human resource management), 2013 passed with 1st class. 

 From: Al-Ameen Institute of Management Studies – Bangalore university, Bangalore, India.
Master of Science, M.Sc. (Mathematics), 2012 passed with 2nd class. (Post Graduate)
From:  Alagappa University, Chennai, India.

Bachelor of Science, B.Sc. (Mathematics), 2010 passed with 2nd class. (Graduate).
From:  Alagappa University, Chennai, India. 

Employer Details:

Worked as a Business Development Executive,

AXIS SECURITIES (AXIS BANK), BANGALORE, INDIA (www.axisbank.co.in) - Feb 2012 - Dec 2012
Worked as a Business Development Manager cum Hr Manager,

ZEYDEN IT SOLUTIONS, Mumbai, INDIA (www.zeyden.com) – Jan 2013 – Feb 2015
Key skills:
	    •  Administration
	      •  Customer Service
	   •  Counseling

	    •  Staff training 
	      •  Working within deadlines
	   •  Reception

	    •  Recruitment Sales
	      •  Computer literacy 
	   • Leadership

	    •  Supervision
	      • Professional liaison
	   •  Business development


Role at work:

· Generate leads and maintain relationship with customer and give business to the company.

· Handled pressure for sales individually as well as with leading the team.
· Strong client management, liaison and High level discussions

· Managing high volume of clients

· Face to face meetings

· Client follow ups

· Generating business on daily basis
· Receiving job requirements from the hiring managers
· Fixation of professional fee & terms based on the recruitment policy
· Understanding the job requirements and matching the right resume with the JD’s

· Handling job portals & agents

· Uploading employment opportunity information to internet job boards

· Head hunting networking

· Locating qualified candidates for open positions

· Sourcing, Screening resumes, short-listing, interviews

· Forwarding formatted resumes to the hiring managers
· Arranging personal interviews based on the client feedback

· Negotiate contract terms between candidates & hiring managers
· Candidate advice and counselling

· Advise clients on final agreements and job offers. 
· Client & candidate coordination

· Follow up with candidates until they resume their duty

· Follow up with client for professional fee payment
· Coordinate Sales and Hr process.
Administrative functions:
·  Personal Assistant to Head – hr & Operations 

· Proficient with Microsoft applications- Word, Excel, PowerPoint, Email portals & internet.
· Drafting letters & Emails to clients, candidates & other authorities
· Answering the phone calls diligently

· Office administration

· Trained new employees.

· Managed & trained office personnel.

· Maintained files & records

· Monitor Team coordination & work accomplishment

· Maintained client & candidate databases
· Work well as team player or independent
· Preparing company’s client success report at every end of the week and report to the Head to ensure if the growth of the company is accomplishing the mission

Key Achievements:

· Conducted extensive research and recruiting via the internet

· Pursued hundreds of client leads through personal marketing

· Successfully achieved Monthly Sales target.
· Successfully recruited & placed 50+ candidates

· Responsible for offering customer service on daily basis in team oriented and fast paced environment. 

· Demonstrated multitasking abilities, professionalism and time management skills by working with an outgoing team dedicated to grow the business.

· Built rapports with existing clients and performed marketing and sales activities to prospective and interactive customers as well as screening, recruiting and interviewing candidates

· On performing efficiently was given charge to maintain the office & staffs

· Awarded by one of the client on efficient recruitment coordination.
Language skills:

                       URDU – Mother tongue

                 ENGLISH – proficient (To read, speak & write)

                HINDI – proficient (To read, speak & write)

               ARABIC – Intermediate (To read & write)
References will provide on Demand.
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