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Professional Summary:

· Over 5 plus years of experience in Human Resource and contact center

· Successful Human Resource professional with experience in IT recruitment

· Experience in IT recruitment working on W2 and Corp to Corp requirements from Direct Clients.

· Managed the entire life cycle of the recruitment process with minimal managerial guidance.

· Maintaining data about the Interview schedules, offered candidates, pending joiners, current open positions and status of the candidates in MS Excel.
· Handling internal Recruitment, On boarding process, Initial Induction and orientation for the new joiners 
· Screening resumes based on the job description, short-listing potential candidates, conducting interviews, negotiating salary, conducting reference checks, follow ups with candidates post joining

· Drafted Offer letters, Appraisal letter and Relieving letters. 

· Assisted the HR Manager in  attending & assigning Internal / External Employees queries regards to on-boarding, leave, full and final settlement, performance appraisals, relieving formalities, Exit interviews etc
· Used Internet search engines, social sites and other various networking resources to acquire candidates for job openings

EDUCATION 

· Bachelors in Business Administration – CVRU University – 2013

PROFESSIONAL EXPERIENCE

Synova/CBSI – Bangalore, India 

            



                        Oct 2013 – Apr 2015 

Executive - International Recruitment
Synova is a technology enterprise that offers enterprise software services to medium and large organizations in three continents. Our service offerings focus on enterprise applications, mobile applications and cloud enablement. We work as your technology partner to transform your business and deliver measurable results. Our next-gen partnership approach ensures that the time spent on contracting and governance is minimized, allowing us to focus on delivering technology solutions aligned to your business vision.
· Handled Clients like FORD, CHRYSLER, STATE OF MICHIGAN, HEWLETT PACKARD etc,. 

· Good knowledge of sourcing techniques including Non IT & IT, Internet recruiting, direct sourcing, networking, proprietary targeted search, candidate-to-client matching using web search tools (Monster and Career Builder)

· Experienced working on the full range of staffing options including Contract, Contract to hire and Permanent Residents and US Citizens

· Sourced and recruited for contractual and full time positions

· Contacting candidates, following-up with candidates, and managing candidate pipeline

· Formatting resumes tailored to the client's corporate branding or specification.

· Conduct an efficient and effective technical phone/face to face interviews with all levels of candidates, develop an effective pipeline of key talent candidates.

· Maintained contact details of Consultants.

· Maintaining data about the Interview schedules, offered candidates, pending joiners, current open positions and status of the candidates in MS Excel.
Mindlance – Bangalore, India         






           Jan 2012 – Oct 2013

Senior Recruitment Executive/ HR Generalist   

Mindlance is a global business and information technology consulting firm providing services via professional consulting, outsourcing and staff augmentation delivery channels for the targeted verticals. Mindlance has more than 95 customers including top global companies in financial services, life sciences, healthcare, high technology, as well as government. Mindlance is a certified minority-owned business and has been consistently ranked as one of the fastest growing technology companies in the U.S. 

· Handling internal Recruitment, On boarding process, Initial Induction and orientation for the new joiners 
· Documentation of candidate profiles (hard & soft copies)
· Drafted Offer letters, Appraisal letter and Relieving letters. 

· Screening resumes based on the job description, short-listing potential candidates, conducting interviews, negotiating salary, conducting reference checks, follow ups with candidates post joining

· Screening and validating the profiles based on qualification, years of experience, number of implementations, consistency in projects and team size

· Performed searches for qualified candidates based on relevant job criteria, with computer databases, networks, internet recruitment resources, cold calls, media, recruitment firms, and employee referrals
· Managed the entire life cycle of the recruitment process with minimal managerial guidance.

· Personal interaction with the candidates and scheduling analytical and technical tests or interviews

· Assisted the HR Manager in  attending & assigning Internal / External Employees queries regards to on-boarding, leave, full and final settlement, performance appraisals, relieving formalities, Exit interviews etc
· Screening & Short listing, Candidates through telephonic interaction.

· Successful in Negotiating salaries to drag the margin levels in Company's favor

· Excellent experience and exposure in recruitment activities, employee relationship headhunting and in coordinating with the Panels for placing the candidates

· Expertise in handling multiple Skill sets.

· Strong knowledge of all the current technologies in the software industry

· Exposed to contemporary recruitment tools like Jobsites & Databases.

TutorVista Pvt. Ltd






                                    Dec 2009 – Nov 2011

TutorVista is the #1 online tutoring company in the world. We have more than 2000 tutors working spanning India, United States, UK, Australia, China and South East Asia.
TutorVista is the world's leading online education company. Since its inception in 2005, TutorVista has been a pioneer in the education space providing quality online tutoring to students across the world, at a very affordable price. Online tutoring has been rapidly gaining popularity among students due to its ease of use, cost and its ability to provide an instant connection to a tutor just when a student needs help and is ready to learn.
Human Resource Executive

· Handling internal Recruitment, Screening resumes and conducting the initial interviews and short-listing potential candidates, negotiating salary, Induction and other joining formalities. 
· Handled Initial Induction and orientation for the new joiners
· Drafting offer letters, appraisal letters and relieving letter. 

· Assisted the candidates in filling the PF forms and with the withdrawal formalities after exit. 

· Conducting reference checks, Handled On boarding Process and followed up with candidates post joining.

· Part of HR Services team for attending & assigning Internal / External Employees queries regards to on-boarding, leave, performance appraisals, relieving formalities, Exit interviews etc. 
Academic Counselor 
· Assisting students to identify their academic values and goals, consistent with their capabilities, interests, and educational backgrounds

· Clarifying academic policies, college regulations, program requirements, procedures, and other college information’s 

· Talking to the candidates on call and chat and explained about the tutoring methods
· Handled over 30-40 customer service calls per day. 
· Suggesting the best Tutoring method to the candidates

PERSONAL DETAILS

Date of birth:     12th Feb 1991

Nationality:        Indian
Marital Status:   Single
Visa Status: Visit Visa

