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SUMMARY 

· Having  11 + years of extensive experience including Hospitality, Customer Relation, Human Resource, Business Development, Client Relationship. 
· Efficient in managing and maintaining teams, proficient in managing the recruitment of professionals at various levels with behavioural assessment.

· Have an ability to provide thought leadership, strong sense of ownership with passion to drive results.

· Knowledege towards Vendor Management.
AREAS of EXPERTISE

	· HR & Administration 
· People management       
· Employee & Customer Relations

· Client Relationship

· Team Handling

· Business Development      
	
	


EMPLOYMENT HISTORY

Quality Solutions 



Greater Noida



          Aug 14 – Till date
Manager- Business 
· Client Management and New client’s development.
· Generate requirements from New Clients and Existing Clients.
· Responsible for Client acquisition which involves mapping the market, pitching, contract negotiation and sign up.
· Building strong network of people/channels (internally and externally) for lead generation.
· Possess a flair for market research, gathering market intelligence & marketing activities.
· Capable of handling client escalations effectively and promptly.
· Target Oriented - Organized, detail-oriented and capable of working effectively under pressure and within tight deadlines.

· Make sure delivery is on time.

Classic Informatics Pvt Ltd


     Panchkula



              Sep 2013 – July 2014
Sr.Technical Recruiter
· Worked for IT , Non-IT requirements, Permanent and Contractual staffing.
· To get the right profile, matching the requirement at the minimum possible time with least cost implications.

· Head Hunting and screening profiles as per assignments.

· Validating candidate profile over the phone for the short-listing process for them, checking attitude, communications, accessibility etc for proper profile matching.

· Preparing interview schedules for the short listed candidates.
· Coordinating the entire interview process from resume screening to offer making.

· Follow up via call and e-mail with the project managers for the feedback, handholding candidates till they join the company.

· Have good experience working on various Technical, Junior, Middle and Senior management positions and getting the closures successfully. 
Quality  Solutions


                Greater Noida


                            Jan 2010 – Aug 2013
Recruiter/Team Lead & Client Relationship  


Individual contribution
· Gathering requirements from the clients , analyzing the requirement with them to assess the exact requirement with respect to technology, hiring location, level of hiring, deadline, number of resources required, and expertise expected of the resource, etc.
· Prioritizing the requirements to ensure timely delivery of the manpower requirement.
· Involved in the complete recruitment life cycle from resumes screening, qualifying the resume, pipelining of resources, Interview process, etc.
· Worked extensively on Internet based recruiting tools and Database to generate leads of potential candidates, use Job boards:  Naukri, Monster and LinkedIn and other professional websites effectively.
· Keep a track on selected candidates with joining date and updating to the management.
· Follow-up with the offered candidates till joining and post joining follow-up.
· Maintaining the joiner’s database & calculating the offers & joining ratio, which also helps us to track the last minute drop–outs.
Team Management
· Leading and mentoring a team of 5 recruiters and direct report for them.
· Responsible for the team performance by grooming, guiding and mentoring team members.
· Allocation of requirements to recruiters as per their key areas and helping them to source suitable candidates.
· Provide client feedback to team and asking to schedule interviews as specified by respective clients.
· Ensure client satisfaction through timely delivery, while maintaining quality of profiles.
· Managing the team with high motivation & productivity level, understand their strengths, technical support and create target oriented environment.
Visnova Solutions



     Noida



           Sep 2008 – Nov 2009
Sr.Executive RPO India Operations
· Sourcing candidates by deploying various prospecting techniques including Cold-Calling, References, Networking, Mass Mailing, Job Search Portals, Job Posting ,Groups, In-house database and Head hunting etc. 
· Screening and short listing suitable profiles according to client requirement.
· Interacting with the candidates, briefing them about the job requirement and to know the willingness.
· Responsible for coordinating and scheduling the Tests, Telephonic interviews, Technical interviews & Hr round between respective clients and the short listed candidates. 
· Feedback and follow up actions on profiles / candidates processed and to know the interview results/status. 
· Involved in hiring talent right from junior level software professionals to top management professionals.
· High exposure towards Vendor Management.
Clientele:
Accenture, Global Logic, Ericsson, Irevna, HP, Aricent and Visnova (Internal Hiring)
Blazon Consultants


      
  Pune




           Sep-2007-July 2008
Executive Recruitments/Business Development
· Understanding Client’s requirement. Client handling & relationship management  & other client facing activities.
· Generate business from existing clients.
· Coordinate between hiring manager and the candidate.
· Handling entire life cycle of recruitment.
· Innovative, goal-oriented, and creative approach to delivering results.
· Strong customer service background.
· Proven ability to work under time constraints.
· Team player with outstanding interpersonal and problem-solving skills.
· Create, maintain and present pipelines of applicable candidates to other Senior Recruiters responsible for 
specific requisitions.
· Source and screen qualified candidates for various positions including, Call Center Representative, Assistant Manager, Operation Manager, Finance Manager, Quality Analyst,  Voice and Accent Trainer.
Administration

· Issuing Appointment letters, maintenance of personnel records, files, documentation, doing reference check of the new joinees etc.
· Maintaining personal files of all the employees.
· Celebrating and arranging Get-togethers, picnics, functions and festivals, etc.
· Keeping records of all employees for Stationery, Locker Keys.
· Dispatch which includes Local & Domestic general Couriers.
· Supervision for Leaves, attendance, salary disbursement, & reimbursements at office.
OPERATIONS EXPERIENCE

· Hewitt Associates (India) Pvt Ltd, Gurgaon

Team Member

               Nov 2006 -July 2007
· EXL Service.Com (I), Noida & Pune 


Customer Care Executive
 July 2003- Sep 2004
· Jaypee Palace Hotel,  Agra



Hospitality Assistant

Aug 2001- June 2003
EDUCATION & CERTIFICATIONS

Professional Qualifications
PGDBA in Human Resource from Symbiosis Centre for Distance Learning, Pune (2011)
Academic Qualifications
2001                Bachelor’s Degree  in Arts (Vocational) with Travel & Tourism 
1998                12th from C.B.S.E Board with commerce stream
       1996                10thfrom  C.B.S.E Board
STRENGTHS

· Delivery Focus - Adherence to Quality, Preciseness, and Timeliness
· Relationship Management – Excellent stakeholder management skills - facilitating smooth work with minimal conflicts. Able to liaise with people at all levels, develop strong working relationships and networks.
· Presentation & Communication - Excellent Client interaction, effective presentations and Coordination skills.
· Leadership - High problem solving skills and an able crisis manager. Have a flair for motivating employees and co-workers.

· Belief in the maximum that LEARNING NEVER ENDS.
PERSONAL DETAILS
Date of Birth 

: 
26.04.1980

Nationality

:
Indian

