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4Years of Experience in Human Resource (Recruitment) and Administration.
Career Summary:
· HR Professional with 3  years of rich work experience in Recruitment industry-IT, NON IT, KPO, FMCG , OIL & GAS  recruitment which includes sourcing, screening, co-ordinating interview till joining formalities.
· Expertise in the areas of Staffing, Recruiting, Sourcing, Head Hunting, Team Handling, Reporting, Vendor Management, Sourcing, Interviewing , Campus Recruitment , Client Handling, Salary Negotiation , Executive Hiring, Contract Recruitment, Team Management.

· Experienced in Volume/Mass Hiring and Niche Skill Hiring

· Proficient in recruiting candidates from all levels Junior Level to Senior Level.

· Good experience of Campus Recruitment/ Off Campus Hiring.

· Experience in IT, FMCG and ITES Recruitment.

· Possess excellent communications and interpersonal skills.

Professional Experience:

​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​
· Currently Working as a Sr. HR Recruiter with Convergys, Gurgaon.
( June 2013 to Dec 2014)

My Roles and Responsibilities:-
1. Recruitment - 
· Work closely with Hiring Managers to develop position profile and to understand overall needs and requirements. (Description, salary, timing, expectations, etc) 

· Create a comprehensive job description based on hiring manager specifications to be used to present to candidates and to post to job boards and internal gateways. 

· With use of Enterprise applicant tracking technology and innovative recruiting tools, Screening the candidates by conducting telephonic or personal interviews as the case may be.
·  Develop and Manage strong consultative relationships with hiring managers and candidates.
· Gathering the position requirements from Technical managers as well as the operation managers.
· Encouraging the employees to provide reference for better prospects.
· Arranging for technical interview and coordinating with the concerned person.
· Communicating the employment status to the applied candidates
· Communicated with third party vendors for having recruitment drive.Visited third party vendor location for managing the recruitment drive.

· Maintaining and updating the database of the candidates.
· Doing a background verification of the shortlisted candidates.
· Taking   the first round of interview and coordinating the written test process.
· Hired people for different multinational clients like ATNT, Orange etc.
· Conducted employee engagement program with other team members like musical chair Tambola etc.
· Trained the new joinees in recruitment area for the better job performances.
· ​​​Maintaining daily/ weekly/monthly reports such as interview status reports, closure reports & feedback reports.

· Avoids legal challenges by understanding current legislation; enforcing regulations with managers; recommending new procedures; conducting training.
· Updates job knowledge by participating in educational opportunities; reading professional publications; maintaining personal networks; participating in professional organizations.
2. Induction and On-boarding
· When a particular candidate is finalised and selected, giving him offer letter or letter of intent.
· On joining the services, issuing appointment letter with brief working agreement or policies.
· Giving a description on the policies, procedures and culture followed by the company.
· Properly filing relevant document of the new joinee as required.
· Introducing him/her to the team and supervisor and/or manager.
· Explaining the mode of communication.
· Coordinating with the IT team to get his email id made.
3. Attendance and Leave records.

· Keeping a track of the attendance of the employees.

· Filing the leave forms and keeping a track of the leaves taken.

· Seeing to it that there is not much absenteeism on any given day.

· Seeing to it that no employee is irregular and if there are such people, taking corrective and/or preventive measures.

4. Performance Management

· Helping the seniors do performance appraisal in a better way by adopting better appraisal practices.

5. Employee Engagement

· Keeping a track on employee turnover and exit rate.

· Taking initiatives to engage the staff to their work.

· Taking the surveys in order to understand their engagement level and accordingly take actions.

· Planning events or activities regularly or on some occassions, getting those approved by senior management and implementing those.

6. Workforce Management

· Handling the staff so that people are not dissatisfied with each other.

· Handling cross culture things.

· See to it that there is no groupism or no dissatisfied person.

· Other employee related issues.

7. Statutory Compliance

· Leaves - as per the act that is applicable to you.

· Minimum Salary

· PF / ESIC / Medical deductions as applicable

· Other compliances

8. Exit Formalities

· Conducting exit interviews of candidates who are resigning.

· Trying to get constructive feedback for company and trying to implement the corrective measures for them.

· Helping the person to be relieved properly.

· Issuing relieving letter and letter of experience.

· Doing the full and final settlement for the person.
· Worked as HR Recruiter with Global Talent Track (GTT), Noida. (May 2011 to May 2013)

My Roles and Responsibilities:-
· With use of Enterprise applicant tracking technology and innovative recruiting tools, review and select candidates to move forward from the slate presented by sourcing efforts, determine and instruct next course of action. 

·  Develop and Manage strong consultative relationships with hiring managers and candidates.
· Have worked on positions with had requirement of candidates having experience in java programming language (core java , advance  java, springs, struts, multi-threading, junit, ajax etc.
· Create a comprehensive job description based on hiring manager specifications to be used to present to candidates and to post to job boards and internal gateways.
· Worked profiles based on .NET technologies including, ASP.NET, ADO.NET, Languages: C#, VB.Net, SQL/T-SQL, JavaScript/DHTML, VBScript, HTML, XML,  SQL Server 2000 or 2005, Stored procedures,ASP.NET, VB.NET, C#
· Work closely with Hiring Managers to develop position profile and to understand overall needs and requirements. (Description, salary, timing, expectations, etc.)
· Worked profiles based on Testing-Manual and Automation, Test Planning, Test Preparation, Test Execution, Quality Center, QTP  etc.
· Counseling and convincing the candidates for the Spoken Classes and IT skill related training.
Day To Day Activities:

· Conducting preliminary telephonic interviews and then face to face interviews with candidates to check their competencies, skills and   aspirations (based on work, position, salary and relocation etc).

· Handling the entire recruitment cycle and sourcing candidates of suitable caliber from internet job portals as per the requirement.

· Souring candidates for various positions for our IT/ITES clients.

· Screening CVs to qualify ideal profiles on set parameters.

· Doing counseling of candidates and convincing them to join the courses offered by the company.

· Preparing daily tracker in MIS excel for the list of candidates screened and scheduled for interview and 
sending to the team lead.

· Conducting walk-in events with other team members at central location for mass recruitment activity.

· Also doing Mass Mailing and involved in bulk hiring for different positions.
Key Skills:

MS Office, DBMS, MS Excel, MS World, MS PowerPoint.
​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​
Professional Qualifications:
· MBA (PGDM) from Dainik Jagran Institute of Management in the year 2011.
Academic Qualifications:
· Graduation from Lucknow University in the year 2007.

· Intermediate from Lucknow U.P Board in the year 2004.

· High School from Lucknow U.P Board in the year 2002.

Extracurricular Activities:
1. Participated in AIDS awareness campaign by Jagran Institute of Management, Kanpur Regular participation in seminars and class presentations.

2. Took part in the event “Unleash your Creativity” in the college.

3. Participated in cultural program “SANSKAR” in the college.

4. Participated in slogan writing competition for eye donation. 

5. Participated in Ad Making Competition organizes by BIG 92.7 FM in College.

Personal Details:

Date of Birth        :  16.11.1986
Gender                 :  Female

Nationality        :  Indian

Marital Status   :  Married
Visa Status          :  Husband Visa.
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