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Objective
To secure a challenging position with the opportunity for professional growth based upon performance, which will utilize my abilities, developed through my education and experience while contributing to the success of my employer.

Summary

· Currently working as a Human Resource coordinator with a role of IT and Non IT Recruitment in “VAM Systems PVT. LTD., Trivandrum (Kerala)

· 2+ Years of Experience in IT and Non IT Recruitment and Client Coordination.
· Strong experience in On Site Recruitment (Qatar, UAE, Bahrain)
· Proficiency in Job Analysis, Sourcing, understanding the client expectation etc.

· Expertise in recruiting for the positions of Project Manager, Business Analyst, Java Developers, Dot Net Developers, T24 Developers, Equation Developers, AS 400 Consultants, RPG Programmers, SAP Consultants, IT Security Professionals, Mechanical Engineers, Construction Managers, Commissioning Managers, Safety Officers etc. 
Social Skill And Competences
· Good team work skills

· Collaborative worker
· Can be leader of a group

· Willingness to work overtime or on shifts

· Self-motivated

· Ability to take decision in difficult  situation

· Ability to learn new skills

· Ability to work without supervisory

Computer Skills:

Microsoft Office

· Microsoft Word

· Microsoft Excel

· Microsoft PowerPoint

· Microsoft Outlook

· Internet & E-Mail

Educational Qualification

· MASTER IN BUSINESS ADMINISTRATION
: Human Resource and Finance 
· BACHELOR OF ECONOMICS
Work Experience
VAM Systems Trivandrum (February 2013 – Till date)
VAM Systems is a business consulting and technology service provider and focus on fostering partnerships with clients in transforming them in to most effective and profitable organizations. Domain and global best industry practices knowledge coupled with insight into the emerging but practical technology enables us to deliver the dependable solutions and services.

· Experience in working for Banking, Management Resources, Information Technology Development, Telecom, Aviation, Retail Management & government offerings and construction fields. 
· As Human Resource coordinator, for insuring Application Development, Application Maintenance, Outsourced Dedicated Development Team, Web Hosting
· Experience in technical evaluation and communicates with vendors for technical clarifications

· Assist with coordination and provide administrative support to talent acquisition related activities, including talent planning, recruiting, and hiring

· Support recruiter(s), schedule candidate interviews, update the Applicant Tracking System (ATS), facilitate candidate communications, and occasionally source candidates or handle a full-cycle search

· Assist with coordination of all human resources operations; ensure regulatory compliance in HR activities and programs and maintain records

· Provides outstanding client service in interactions with employees and managers alike. Responds to employees questions and is a visible HR support person to employee teams

· Follows up contract execution in coordination with end users and forwards monthly invoices to Finance for payment.

· Coordinates activities, information meetings, reports, schedules, confidential materials and various employee issues

· Assists the Clients with the recruitment, interviewing, and selection processes and sends appropriate correspondence to all applicants in a timely manner

Responsibilities

· Oversees the human resource database. Ensures that system records are accurately recorded and crosschecked to maintain documentation.

· Enters new hire information in the human resource system database.

· Completes monthly and year-end reports regarding terminations, transfers, and new hires.

· Prepares and coordinating the recruitment process lists job postings and Screening of profiles for the current requirement.

· Working on the basis of Application Development, Application Maintenance, Outsourced Dedicated Development, Team, Web Hosting.
· Schedule Client interview, Updating CRM Data and maintain good relation with client.

· Coordinating work inside the HR department and helps employees and their managers in performance and disciplinary matters.

· Other tasks assigned to carrying out field interview advertising, arranging for all essentials needed for the recruitment drive, coordinating work with other staff members developing plans and strategies for recruitment.

· Regular touch with project managers for any requirements related with projects, and prepares periodical announcements of required positions.
Educational Projects
Vijayamohini Mill Trivandrum, (04.10.2011)

· An Organization Study at VijayaMohini Mill submitted by me for the award of the degree of Master in Business Administration of MG University.

· VijayaMohini Mill an ISO 9001-2000 Government Undertaking Company in the Unit of National Textile Corporation limited.

· Mill produces cotton polyester blended yarn in the ratio of 70% to 30% respectively.   
Texport Industries Private Limited, KINFRA INTERNATIONAL APPAREL (04.01.2012-02.2.2012)

· As the part of my project, I joined as a trainee for one month in Texport Industries.

· Texport is an Underwriters Laboratories certified ISO 9001:2000 company.
· Texport has garment export deals with well reputed international buyers. In retailing, Texport has a premium label by the name of ROBERI GRAHAM across US and other international destinations.
Travancore Titanium Products Limited, (10.02.2012)

· As the part of my Industrial Visit, TITANIUM company is one of the  leading manufacturer of Titanium Dioxide in Indi
a


Personal Information
DATE OF BIRTH

: 14-09-1989
GENDER

: MALE
NATIONALITY

: INDIAN
MARITAL STATUS
: SINGLE
LANGUAGES KNOWN
: ENGLISH,MALAYALAM
Declaration
I hereby declare all the information furnished above is true to the best of my knowledge
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