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Career Objective:

To be a part of an organization which offers a challenging and growth oriented work environment and helps me to put my abilities and education to its maximum use.

Educational Qualification:

· Master of Business Administration from Osmania University, Hyderabad.
· Bachelor of Commerce from Osmania University, Hyderabad.
· Intermediate Education in CEC from Board of Intermediate Education, Hyderabad.

· Secondary School Certificate from Board of Secondary Education, Hyderabad.

MBA Project:

Project on “Inventory & Store management” of Kesoram cement Ltd Hyderabad. 

Software & Technical skills:
· MS Word, Excel, PowerPoint and Outlook
· ORACLE 11i

· SAP 4.6

· ATS

· VMS

· Job boards (Monster, Dice, CareerBuilder, LinkedIn)

· Full cycle of Recruitment

· Recruiting

· Data entry

Work Experience:

Abacus Service Corporation (US Staffing and Recruiting Company)     Jan 2012 – Oct 2015

TechnicalRecruiter& Human Resource Coordinator.




Responsibilities:
· Handled End-To-End US Recruitment

· Handling complete Recruitment Life Cycle – Sourcing, Short-listing Profiles, Candidates Tracking,identifying, telephonic interviews, screening, qualifying and negotiating rates, internet searches, and candidate selection

· Scrutinizing resumes according to the skill set requirement, short listing suitable candidates against requirements and conducting preliminary interviews, managing multi-tasking requirements.

· Sourcing the resumes from the Job Boards like MONSTER, Dice and from internal database etc.

· Smart search through the Job Boards using search strings to reach the probable fits for the corresponding requirement.

· Negotiating pay rates with the candidates both with the US citizens and green card holder.

· Touch basing the candidate for new positions and asking for the referrals and confirm the work status in the US.

· Search available job boards, databases, and recruiter networks to identify highly qualified candidates.

· Use various recruiting methods to advertise post and publicize vacancies.

· Work closely with the onsite/offshore sales personal for day-to-day updates.

· Follow up with the candidate on resume feedback by client.

· Manage candidates from initial contact through placement in such a way to establish a long-term relationship.

· Set up consultant database for future requirements according to the skill set.

· Experience with the US Tax terms (C2C, 1099, W2, C2H and other etc…) and work authorization (US Citizens, Green cards, EAD’s, OPT, TN Permit holder and other etc...

· Interacting with Clients in understanding the requirements)

· Worked on Direct clients requirements to full-fill the full-time position

· To maintain the accuracy in finding good profiles on time

· To build our resume database in Applicant Tracking System (Job Diva)

· Responsible for sourcing, submitting Relevant resumes on assigned requirements & Recruitment

· Negotiated salaries, extended offers, explained benefits and oversaw to contract staff(Consultant) 

· Sourced, screened, filtered resumes interviewed and placed technical candidates with various clients.

· Providing desired recruitment solutions to Clients within the stipulated time.

· Interaction with Team Lead for requirement understanding, 

· Technical screening, involve in the overall end-to-end process of recruitment.

· Skilled in Phone Screening (Evaluating Communication and Technical Skills Rating)

· Scheduling and organizing the interviews as per client requests.

· Responsible for interviewing, hiring decisions, candidate Salary negotiation, offers and declines

· Recruiting talent through various sources, which included internet (Job Portals), advertisements,

· Referrals and networking (through LinkedIn, Facebook, Google groups and etc.) 

· Creating and managing an exceptional database of potential candidates, developing a premise for Submitting the profiles with the rate confirmations to TL/manager

· Ensure to make communication with the consultant throughout the process.

· Ensure to make available all the contact information (email, phone and alt. phone numbers) of the consultant and his/ her employer.

Awards: Received 8Times Recruiter of the Month & 2Times Quarterly Awards.

Genpact Global Business Impact – Hyderabad

Process Associate






June 2010 to Dec 2011
Responsibilities:

· Accounts payable 

· Entering the transaction in oracle 11i software

· As Vendor Management team we update the supplier in ERP.

· Used to perform supplier setups for all GE Business.

· Supplier set ups in Oracle 11i for Various ERP system managed by GE Business.

· Use to work on Bank Hold Removal.

· Processing of invoice for GSK.

· Validation of invoice all details and processing the invoice to next level.

· Validation of supplier bank details.

· Preparing and verifying daily reports for accuracy.

Transaction Undertaken:
· General Electric (GE)
· Glaxo Smith Kline (GSK)

Applications worked on:
· Corporate Global Supplier List

· Oracle 11i

· Support Central workflows/Cases

· Aravo Data base

· SAP 4.6 , 4.7
Additional Details:

· Languages Known:
English, Urdu, and Hindi,

· Personal skills:
Punctuality, Self-motivated, Efficient, Hardworking, Quick learner         


& Friendly
· Nationality:

Indian
