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 To work with the pioneer organization, which offers opportunities for professional growth and technical expertise, where I can grow as an employee and help the organization to achieve their goals..

CAREER SKETCH

· A dynamic professional with over 5.10 years of rich experience and 3 Years in Recruitment, Training and Development, Performance Appraisal, Payroll Management, Exit Activities, HR - Admin.  
· Currently on Visit Visa in DUBAI till Jul ’15 in search for an opportunity in Recruitment & Talent Hunt.
· Last Company I worked for DECUMANS AS RECRUITMENT OFFICER. 
· Responsible for developing, implementing policies & procedures for different departments in the organization  and then analysing results & making action plan based on the results.  
· Extensive background in Human Resource; including manpower planning, complete recruitment life cycle, handling joining & induction, organizing workshops on various modules - Time Management, Communication Skills, Team Building and Customer Delight Programs, etc.  

· Interact easily with people of diverse backgrounds, cultures, and professional levels. Excellent understanding of and ability to accommodate individual learning styles.  

· Skilled in meeting deadlines with excellence.
PROFICIENCY FORTE 

· Recruitment Planning & Operations  

· Conceiving/ implementing term plans for achievement of recruitment objectives. Administering operations and leading teams for excelling hiring targets & service delivery metrics.  

· Identifying GAP analysis and business re-engineering service design faults; carrying out the essential modifications keeping in view requirement of the customers. Designing KPIs; implementing measurement techniques.  

· Assessing customer feedback, evaluating areas of improvements & providing critical feedback.  

· Preparing MIS reports & other statements with a view to apprise management of Process operations and  assist in critical decision-making process.  

· Content Development  

· Preparing Standard Operating Procedures, Manuals to facilitate smooth functioning of process, ensuring conformance to Service Level Agreements. 

 
· Training Analysis / Appraisal 

· Developing templates for Post-Measurement Exercise to measure training effectiveness.  

· Identifying training needs based on Post-Measurement Exercise to measure Training Effectiveness.  

· Auditing & reviewing on-going training so as to ensure effectiveness of Content and Delivery.  

CAREER HIGHLIGHTS

APR’12 – MAR’15 with DECUMANS, NEW DELHI ; as RECRUITMENT EXECUTIVE, HUMAN RESOURCE
Progression Path

APR ’12 – MAR ‘15

    RECRUITMENT OFFICER
                        
Delhi/NCR

                                                       (DECUMANS)

One of the leading Travel and Technology Companies in North India for complete IT Solution including IT Staffing.
· Role:  

· Handling End to End Recruitment life Cycle. 
· Understanding the hiring needs of departments and then sourcing right candidates through multiple sources (Job Portals, References & Campus Drives)  

· Talent Acquisition/Sourcing through Market Mapping, Industry Mapping, Head Hunting, Referencing, Data Mining, using job portals like Naukri, Monster, Shine, Quicker, Times-jobs, Indeed, networking, reference generation, employee referrals, internal database, cold calling, social networking sites like Linked-In, Facebook etc. for sourcing the profiles of candidate. 
· Understanding the client's requirement with respect to the Industry, Company and position and identifying the key skills and aptitude required for filling the position.

· Initial screening of resumes and talking to candidates over phone 
· Validating candidates as per different parameters like communication, technical skills, relevant experience, Leadership skills and competency. 
· Coordinating and lining up the interviews for the clients 
· Gathering details about Short listed candidates and putting the potential candidates forward for final interview 
· Receiving and communicating feedback to the candidates and following up with the candidates till they finally join the company 
· Frequent Follow up with candidates for completing the joining formalities. 

· Maintenance of HR information system like, client's requirements, Interviews scheduled, selected / rejected candidates etc. 
· Maintaining MIS for line-ups, turn-ups, selections, joining’s etc., creating Invoices and coordinating with finance department for ensuring recruitment under the hiring budget.

· Clients: HCL, IGATE, IGT, NIIT, EXL, Barclays, Accenture, WNS, ADFC, DELL, IYOGI 
JUN ’10 – MAR ‘12

   ASSOCIATE ENGINEER IMS
                        NOIDA, UP
                                                  (IGATE GLOBAL SOLUTIONS)
Joined Patni Computer Systems in 2010 as Analyst, after merging with IGATE Global solutions in early 2011, promoted as Associate Engineer IMS. Associated with One of the Largest North America Insurance Giant Organization from Bloomington.
· Role:  

· Providing Remote Desktop Support and troubleshooting for Laptop/Desktop. 

· Installation of different software remotely diagnosis of desktop, application, networking and infrastructure issues.
· Experience of supporting a wide and varied client base. Troubleshooting PC's, laptops, Network Connections. 

· Providing 1st/2nd line support to users. Administering the IT department's policies and procedures. 

· Maintaining a log of all problems detected and system backups.
· Responsible for maintaining backups and for project work such as new builds.
· Working closely with software suppliers to resolve operational issues.
· Responsible for supporting: Windows XP/Vista/Windows 7/Windows 8/ Office 2007 and Office 2013. 
JAN ’09 – MAR ‘10

   PROCESS EXECUTIVE
                        PUNE, MAHARASHTRA
                                                  (INFOSYS BPO LTD.)
Infosys BPO is a leading Multinational BPO company. Here I was designated as a process executive for operations of Verizon (Infosys Client)
Role:  

· Providing remote desktop support and troubleshooting for Laptop/Desktop.

· Installation of different software remotely.

· Configuring and troubleshooting Issues related to Lotus Notes, Internet etc.

· Managing user’s account in Active Directory for Windows and for Different Applications like AS400, Capsil, Fapsil, SAP, Mainframe.

· Timely escalation of issues, regular follows up from the concerned person, monitor the case and verify resolution to the client. 
· Providing 1st/2nd line support to users. Administering the IT department's policies and procedures. 

· Maintaining a log of all problems detected and system backups.
· Responsible for maintaining backups and for project work such as new builds.
· Working closely with software suppliers to resolve operational issues.
· Responsible for supporting: Windows XP/Vista/Windows 7/Windows 8/ Office 2007 and Office 2013 

IT CREDENTIALS 

Well versed with Windows- 95/98/XP; Software Packages: MS Word, MS Excel, MS Office, MS Power Point. MS Access

ACADEMIA 

10tH from CBSE with 57.2% marks

12th From CBSE with 58.8% marks
Bachelor Degree in Computer Application from M.D. University, Rohtak with 71% marks
PERSONAL SNIPPET
Personal Proficiency: 

Date of Birth 
:
27th Jul 1986

Nationality 
:
Indian

Visa Status
:   Visit Visa

Language
:
Hindi English &Punjabi (Read & Speak)


Hobbies
:
Reading books, making new friends, travelling.


      Strength
:
Positive attitude, confidence.

Supplementary: 

If when employed by company


Willing to travel
:
Heavy


Willing to be relocated
:
Considered

Extra Curricular Activities: 
· Won cricket tournament under my leadership.

· Representing College cricket team.

