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 Profile Status: 
· Have worked as Recruitment Executive in Vanguard HR Associates Noida from        01/10/05 till 15/12/07.

· Have worked with Thomson Digital (India Today Group), Project Management (Trainee) till 24/12/04 to 21/07/05.

Professional Work Summary: 
Vanguard Hr Associates, Noida, HR Executive

Job Profile
· Hands on experience in working with Telecom, IT, HR and Banking clients.

· Interacting with prospective Domestic and international Clients for fulfilling their requirement process.

· Understanding the client's requirements.

· Streamlining the candidates as per their skills and experience 
· Sourcing Profiles from job Sites and posting jobs for desired candidates.

· Preliminary screening of resumes against the clients requirements.

· Conducting telephonic interviews for the candidates.

· Interacting with candidates to assess them, against the job profile requirement
·  Organizing Walk-ins.

·  Scheduling and coordinating with candidates for the interviews.

·  Follow up on candidate status and discussing offer to be made.

·  Actively involved in fulfilling requirements across all the spectrum of skills.

·  Responsible for the entire Recruitment Cycle.

Clients Handled:

ABN AMRO Bank (Dubai), Microsoft, Hewitt Associates, Alcatel, Fortis Healthcare
Thomson Digital (India Today Group), Noida, Project Management (Trainee)

Job Profile:

· Responsible for the customer service in typesetting (Pre-press) division

· Assisting customers for problem they are facing with the Services and answering their queries.

·  Responding to the mails of clients and customers

· Internal coordination within the different departments.

· Problem solving and providing the detailed and authentic information and conducting professional presentations.

Professional Qualification:

· Teacher training course from The SRF Foundation(The Shriram School)
· M.A in Marketing with 76% from IILM (Integrated Institute of Learning in Management) Delhi in 2004.
Academic Qualification:
· M.A (Marketing) from IILM University of Bradford UK
· B.A(English) from Shahed Bhagat Singh College Delhi University in 2003

· Intermediate from Frank Anthony public school (ICSE), Delhi in 2000.

· High School from Frank Anthony Public School (ICSE), Delhi in 1998.
IT Skills-Set:

· Ms Excel, MS Word, MS Power Point, MS Access.

· Internet Concept, Outlook Express.

Personal Details:

•
Sex


: Female
•
Marital Status

: Married
•
Language


: Hindi & English

•
Nationality

: Indian


