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Career Summary

· HR Professional with over 3 years of rich work experience in recruitment.
· Expertise in the areas of staffing, recruiting, sourcing, head hunting, team handling, reporting, interviewing, client handling, salary negotiation , executive hiring, contract recruitment, team management.

· Experienced in volume/mass hiring, niche skill hiring and lateral hiring.

· Proficient in recruiting candidates from all levels junior to senior level.

· Experience in BPO and ITES Recruitment.

Employers
· Worked as a Senior Recruitment Executive with Genext Consultants, Malad, Mumbai, from February 2011 till December 2014. 

Roles and Responsibilities include:
· Recruitment utilizing various sourcing method like Web portals (i.e. Naukri, Monster, Times Jobs).
· Referring internal database, employee referrals etc.
· Screening & short-listing candidates profile as per the requirements of clients.
· Coordinating with candidates for interview & conducting telephonic interview before short listing candidates.
· Interacting with candidates, doing initial screening. Understand their competencies & skill sets, making them understand job role.
· Providing complete, accurate, and inspiring information to candidates about the company and position.
· Preparing candidates for interviews with the clients by providing detailed information about business strategy, job descriptions, and expectation.
· Co-ordinating with the company and with candidates after the profile is shortlisted
· Performing detailed reference checking and/or reference analysis on selected candidates and reviews results with clients.
· Maintaining daily/weekly/monthly reports such as interview status reports, closure reports & feedback reports.
Achievements
· Awarded Team of the month for 3 months running on account of exceptional performance.
Education:

· 2 year diploma in Hotel Management in the year 2009 from The European International College Abu Dhabi, United Arab Emirates.
· B.A. in the year 2014 from Jodhpur University (distance education).
Skill Set:
· Microsoft Windows XP, Microsoft Office XP (Word, Excel, PowerPoint, Access)
· Photoshop

· Opera System
· Job Portals (Naukri, Monster, Times Job, etc.)
Professional Qualities

· Quick Learner.

· Analytical thinking and problem solving.

· Solution oriented.

· Ability to work under pressure.

· Sales
Personal Details:
Date of Birth

:  30-06-1988
Gender


:  Male
Marital Status
:  Single 
Religion


:  Christian 
Nationality

:  India
Hobbies                     : Playing cricket, shuttle, reading, mobile phones
                                      (Android Operating System)

Languages Known   : English, Hindi, Marathi, Konkani.
 Assets                        : Enthusiasm and commitment towards tasks entrusted. 
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