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                                                   RESUME

Objective:

Looking For A Challenging And Motivating Position In A Professionally Managed Organization

Where I Can Enhance My Skills And Strengths In Conjunction With The Company’s Goal And Objectives.

Professional Experience:

 More than 2 Years of Experience in Overseas Manpower Recruitment.

 4 year of Experience as a Team Leader In Domestic Bpo .

Education Qualification:

Passed HSC From Mumbai Board 

Professional Qualifications:

Operating System : All Windows Operating System.

MS-Office : MS-Word, MS-Excel, MS-Power Point.

Other Computer Knowledge : Computer Hardware

2. Organization : Saif Manpower Consultant

Designation : Recruitment Executive

Duration : December 2010 – March 2013

Duties & Responsibilities :

. Making tie up with the Overseas Company for the process of Recruitment.

 Handling a group of companies and looking after all the recruitment activities from the

start of the project.

 According to the need of the company arranging for sourcing of candidates using

different ways.

 Job postings on portals, sourcing, short-listing & screening of candidates.

 Headhunting of internet search & collecting the CV’s and matching it with the job

description

 According to the need of the Company either forwarding CV’s to the company or

informing the short listed candidates to report for interview with foreign delegates.

 Preparing interview schedule & arranging for the interviews with foreign delegates

anywhere in India.

 Coordinating with candidates after declaration of the final selection list & after issuing

the Original Employment Offer Letter/Appointment Letter by the client.

 Maintaining a file of each candidate, which includes all essential documents for Visa

Processing like Medical Fitness Report, Original Documents & Attested Certificates

and Original Passport, Photographs, etc.

 Booking Tickets from Travel agencies & Airlines.

 Informing the candidates for booking his seat and informs the company about

Departure/Flight schedule of the candidates.

 Hands over the file with company address to the candidate after his completion of all

the official formalities.

 Source Candidates from (1) Advertisements (2) Sub Agent (3) Direct Candidates. Personal Details:

Date of Birth                           : 25th JULY 1986.

Sex                                           : MALE.

Nationality                              : INDIAN.

Marital Status                        : MARRIED

Religion                                   : ISLAM (MUSLIM).

Extra Curricular                   : PLAYED INTER COLLEGE CRICKET TOURNAMENT.

Languages Known                  : ENGLISH, HINDI, URDU and MARATHI.

Hobbies                                    : PLAYING CRICKET & FOOTBALL, READING.

Place                                         : MUMBAI.

Date                                          : 31-05-14

