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Career Objective

Seeking an opportunity which would help me grow professionally by taking up new challenges and responsibilities. Keen on learning new and emerging trends to keep up with the changing business scenario.

Skill Profile
	Skills
	Hands on MS Office, building search strings, good communication, Managerial skills, adaptability, learning instinct, Organizing & Coordinating.

	Microsoft Tools
	MS Office Word, Excel, PowerPoint, Outlook


 
Work Experience

Organization:Replenish Consulting Pvt. Ltd.
Since Nov 1, 2011 till Dec 5, 2013
Scope of work:

· Responsible for delivering all facets of recruitment.

· Recruitment for Non ITdomain.

· Efficiently and effectively fill open positions.
· Client interaction – Requirement gathering
· Sourcing relevant profiles form internet, internal pool, references etc.
· Interacting with the candidate’s.
· Scheduling interview - Telephonic, face to face (as required)

· Coordinating the interview

· Gathering feedback from the interview panel

· Taking the candidate ahead if a select. If reject, providing more profiles to the requester.

· Take HR round of shortlisted candidates.

· Negotiate with shortlisted candidates for package and joining date.

· Issue Offer letters to selected Candidates.

· Send Joining details.
· Joining confirmation to the Client.

· Create/maintain CV repository.

· Create/publish various recruitment dashboards and reports.

· Supporting ad hoc operational requests.
  Project

Title:IT / Non IT Recruitment
Organization: PURE HRC

Duration: 2 months 
Start Date: Aug 22, 2007

End Date: Oct 22, 2007
Project Responsibilities: 
· Interacting with HR Lead regarding current requirements and specifications for the same.

· Sourcing of profiles by visiting job portals, candidate referrals, job posting and company database               

· Screening the CVs, conducting HR validation. 

· Scheduling Telephonic interviews according to the candidate & client’s requirement. 

· Making reconfirmation calls, clarifying doubts of candidates. 

· Maintaining tracker for sourcing profiles, status of the candidates and other activities. 

· Following up with the candidates until selection and joining. 

“Performance assessed as Excellent”
Project

Project title:Labour Welfare
Organization: FINOLEX CABLES LTD. 

Duration: 2 months

Project Responsibilities: 

· To find out which statutory provisions are being provided as per the Factories Act 1948
· To find out the non-statutory provisions provided by the company.
· To find out the various benefit schemes been made available by the company.
· How the welfare measures are effectively implemented.
· Labour welfare practices in FINOLEX CABLES LIMITED.
· To prepare the questionnaires and get it filled by the employees.
· To find out the needs and requirements of the employees by asking them suggestions 

and recommendations.
· To draw the conclusions formed on the basis of analysis and interpretation of the data.
· Fieldwork title: Functioning of Personnel Department

    Organization: TATA MOTORS, Pimpri
Fieldwork Guide:MrDominic Mendonca (Manager, HR-IRD)

Education

· Masters in Personnel Management from Pune University, year of passing 2007
· Bachelor of Commerce from Pune University, year of passing 2005
· Intermediate from Maharashtra Board, year of passing 2002
· Matriculation from Maharashtra Board, year of passing 2000
· Diploma in software engineering, Aptech Computer Institute.
  Personal Vitae

· Date of Birth               : October 26, 1983

· Gender                         : Female

· Nationality                  : Indian

· Marital Status             : Unmarried 
· Languages Known     : English, Hindi, Marathi, Punjabi      

