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Seeking challenging assignments with a growth oriented organisation. 
Professional Overview

· HR professional with over 2 years of experience. Exposure in handling various HR functions. Last associated with Jaro Education, Mumbai as HR Recruiter.

· Currently working as technical support executive for international Bpo
Employment Scan

 28- Nov 2013 – Till date -  business services  

· Handling inbound calls from UK customers for our client – 3 Global services

· Listening to the customers queries and complaints and helping with the bill related and technical queries in regarding to their sim and mobile phones.
· Respond to E mail complaints and call back customers.
· Maintaining AHT, ATT, hold and wrap time on an everyday basis.
31 Jan 2012 – Nov 2013 – First Source Ltd (BPO)

· Handling inbound calls for an Internet Service Provider (British Telecom).
· Trouble shooting and helping the customers to get the internet access up and working in case of any technical fault.
· Keeping follow ups for the unresolved queries and escalating them to the team leader.
 Education Feb 2012  Sep 2012 (BPO recruitment, Bulk &Lateral )
· Search required candidate profiles through sources like Job portals/ Job boards, Groups, Social Networking Sites, Referrals, Data bases and headhunting extensively and efficiently. 

· Uploading, monitoring and maintaining job posting on job portals.

· Worked on various positions for Junior, Middle, and Senior levels for BPO arm (Outbound sales, inbound customer care, retention, MIS exec, Data Analyst, Team Leader, Ops Manager.)
· Ensure that the profiles are shared with the unit heads and co ordinate with candidates for subsequent interview rounds.

· Communication to the screened/short-listed resumes and checking their availability and interests.

· Co ordinate with vendors for requirements and feedback of the profiles shared via them.

· Salary negotiation with candidates after being selected or identified for any position. 

· Follow up till the candidate joins the organisation, documentation and co ordinate with Senior Hr for induction.

· Post joining formalities like salary account opening, reference checks.

From 02 Jan 2008 to 28th Dec 2011: Synergy Services (BPO Recruitment)

KEY RESULT AREAS

Recruitment & Resourcing 

· Managing the complete recruitment life-cycle for sourcing the best talent from diverse sources, Job portals, sites, referrals etc. after identification of manpower need.

· Uploading the profiles on the internal database system.

· Screening and conducting first level interview of the candidates.

· Schedule and mark calendar’s of the respective business head.

· Take the feedback from the business head and proceed with pre-joining formalities of the selected candidates. 

· Check relieving letter from Previous Employer and Salary Slip as provided before joining, Interview Assessment Sheet, Validate documents, Issuing Identity Cards. Update all India Division Data Master Sheet.

· Bank Account opening.

· Issuance of Appointment Letter after relieving is received.

· Handover hard copy / soft copy of HR policies to new Joinees.

· Employee details along with Emp Code, PF no., DOJ etc.

· Intimate IT and Admin department regarding joining with Title, Band and Location.

· Check with Business HR actual DOJ..

· Conducting test, interviews, etc. and ensuring process compliance.

Scholastics

Completed TYBA from Mumbai University in 2010   
H.S.C. in 1998
IT Skills: Basic computer operating systems from NIIT in 1999.
Personal Details 

Date of Birth: 
        22 Aug 1980
Languages Known: 
        English, Hindi & Marathi
Strength:                            Fast learner, excellent team player, and good leader.

Achievements:                   Represented my school at an inter school essay writing competition.
References

Reference details shall be provided on request.

Declaration

I hereby solemnly declare that the above details furnished by me are true to my Knowledge and Belief. 


