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EXECUTIVE SUMMARY
· A dynamic professional with 12+ years of experience with exposure to Recruitments & Business Development (HR Outsourcing), Process Migration, Sales & Marketing (Service Sales), Customer Relationship Management, & Team Management.
· A keen planner with proven abilities in devising strategies to augment business, streamline Recruitment function, build strong networks, promote market for business excellence. 

· Sound conceptual knowledge base of Recruitment & Marketing with strong grip over analysis and problem solving techniques in the same.

· Deft in handling overall functioning of Recruitment process, devising policies & implementing processes in line with the companies policies. 

· Proficient in managing & leading teams for running successful operations, developing efficient recruitment procedures, & client service standards for business excellence. 

· Well versed in understanding client requirements, eliminating unnecessary procedures & accordingly fine tuning the policies as per the new guidelines.

· Possess excellent interpersonal, communication & organizational skills with proven abilities in team management, customer relationship management & effective crisis management.

EMPLOYMENT RECORD
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AREAS OF EXPERTISE – SOURCING & RECRUITMENT
· Driving recruitment initiatives and achieve desired targets with overall responsibility of ROI and explore HR services marketing avenues to build consumer preference & drive volumes. 

· Identifying and developing new streams for revenue growth, monitoring sales as well as collections.

· Planning & scheduling individual/ team’s recruiting assignments to achieve the pre set goals within time, quality & cost parameters. Formulating long term/short term strategic plans to enhance operations. 

· Analyzing & reviewing the requirements and communicating the same to the recruitment teams for sourcing and interview line ups.
· Interfacing with clients for suggesting the most viable solution and cultivating relations with them for securing repeat business.

Nov’09 – Till Date
D Kohl Placement Services Pvt. Ltd.



Recruiter / Account Manager
Accountabilities:

· Responsible in entirety for planning, budgeting, forecasting, financing, purchasing, and delivery of recruitment job assigned by clients. 

· Responsible to look after the entire day to day operations (Full Life Cycle of Recruitment) starting from client acquisition to delivery/closures.

· Responsible to arrange meetings and discuss contractual obligations and signing of SLA & Recruitment Tie-up contracts with clients. 

· Maintaining a tracker in MS-Excel with new clients information, information in Business development for new client acquisition, record of candidates placed, details of invoices made to various clients being handled, tracker of bank book for tracking weekly, monthly & yearly expenditure.

· Gathered new job requirements from clients.

· Recruitment on the gathered requirements and lining up interviews.

· Coordination with clients for feedbacks & closures. 

· Invoicing follow up, Payment follow-up & disbursements of payments to sub vendors.
· Payment of the applicable taxes on time and timely Return filling with the Income Tax Department and follow up on other statutory financial obligations with the appointed Chartered Accountant from time to time.

· Actively involved in creation and maintenance of company website with the most updated information for clients and candidates. IT System administration for network issues and systems backups & maintenance activities for office equipments.

Sep’08 – Jan’09
BO India, Delhi 

Business Development Manager
(Subsidiary of Apposite Solutions Inc. Virginia, United States) 
Accountabilities:
· Responsible for handling a team of 2 recruiters and 3 data miners.
· Handled end to end US IT recruitment operations. 

· Involved in gathering New IT job requirements and distribution to the Recruitment staff. 

· Pre Screening of candidates before sending them to the client for review. 

· Handling activities starting from Interview setup – to position closure.

· Maintaining daily and monthly reports to keep track of team performance and individual performance. 

· Attending conference calls on a weekly basis so as to update the US staff about the regular activities in regards to recruitment and sales.

Notable Attainments:

· Suggested improvements in the company website so as to increase the product visibility. Trained the existing staff on their Voice & Accent and know how about the Staffing and Recruitment industry guidelines.  
· Accredited for making close to 60 clients and helped reducing the increasing Bench Candidates for the company to over 30%.
· Following Agile Methodology and proactively finding candidates for positions so as to fill the gap and keep the clients motivated to give us more work. Key Clients handled are Sapphire Technologies, Harvey-Nash USA, Comsys, Princeton Information, Signature Consultants, Hi- Tech Solutions etc.
Aug’07 – May’08
Appulse Technologies Pvt. Ltd. 


Business Development Manager 
Accountabilities:

· New Client Acquisition across the USA, Gathering New Requisitions and Job Allocation to the Sourcing Team.
· Submit short-listed profiles to clients and handled negotiation of Pay Rates for the desired skills depending on the level of skills the candidate has.

· Negotiating Pay Rates with supplier/sub-vendors in case the candidate is through a Third Party Organization and not on our own company H1B visa – hence worked in a multi-layered business environment.
· Organizing interviews at client office, feedback follow up, closing the deal, PO handling, payment follow-ups 
and candidate joining follow-up ensuring successful delivery.
· Proof reading the Service Level Agreement in view of our company policies.


Sep’06 – Aug’07
Nutech Information Systems, Chicago, IL (United States)
Account Manager


(On B1/B2 Visa)






Accountabilities:

· Conducting meetings with existing clients in the US and gave them a detailed overview on the human resourcing services being offered by the company and how can it add value to their business.

· Building relations with new and existing clients in order to generate repeat long term business.
· Gathering requirements from clients and passing them along to our Recruiting Team.

· Short-listing candidate resumes, submission of resumes to clients and negotiation of Pay Rates for the desired skills depending on the skill set of the candidate.

· Organizing candidate interview, follow up on feedback & candidate joining formalities.

· Receiving Purchase Order, follow up on signing of Agreement Contract and changes in any of the clauses yet making sure the agreement is in line with company policy.

Notable Attainments:

· Increased the number of business closures from locations which were called dead markets. 
· Efficiently developed the client base in the Mid West USA comprising majorly of 5 States – Illinois, Wisconsin, Minnesota, Iowa, and Indiana. Handled all sorts of IT recruitments through Tier 1 Vendors in order to place candidates in BIG firms like GMAC RFC, McDonalds, Office Depot, Bank of America, Verizon Wireless etc. 
· Strategized on increasing client base, promote business growth by building personal relations with vendors and providing services at the most competitive rates. Key Clients handled were KForce, Ajilon, Hi-Tech Consulting, SkillStorm, SkilGroup, Comsys, AETEA etc. 
Dec’05 – Sep’06

Nutech Information Systems, Gurgaon

Technical Recruiter
Accountabilities:

· Hiring IT candidates on H1B work Visa specialized in various skill sets like (Java, DotNet, Business Analysis, Quality Analysis, SQL Server, Oracle etc.) through a vigorous selection process.

· Finding Candidates through Job Portals e.g. Naukri.com / Monster.com and interviewing them for the open job positions for skills mentioned above.

· Assuring candidates short-listed are aware of the policies and benefits they can avail being a part of Nutech Information Systems. Candidates hired were for US client base and are supposed to fly to the company head office in Stamford CT for the IT positions open in the US IT industry.

· Keeping track of the open positions in the IT Job Market in the USA and updating the account managers for the candidate resume submission for the job position so as to get him interviewed and hired on project.

· Build relation with other employer companies who hire H1B candidates for strategic business tie-ups as sub-vendors and promote Third Party hiring process at Nutech in order to generate more business.

·  Negotiating salary/hourly rates on both levels while employing the candidate of a Third Party company at the client offices of Nutech.

Notable Attainments:
· Instrumental in hiring 25 IT candidates and successfully bringing 21 out of them to USA on Nutech’s H1B visa. 
· Invented the process of creating an MS Excel tracker of Highly Desirable and Available candidates for interviews in order to increase the visibility and in turn number of interviews and business closures. It helped the companies account managers to easily be able to market our services to our esteemed clients. It also landed me a position and a promotion into Account Management. 
· Coordinated with account managers in the US in order to get these candidates hired on contractual assignments.

BPO EXPERIENCE
Areas of Expertise 

· Transitioning of processes in adherence with the client’s requirements.

· Undertaking responsibilities of removing unnecessary procedures in process for efficient functioning.

· Identifying the gaps & training while on job after their communication & technical trainings.

· Enforcing & fine tuning the policy & procedures followed in India Team making them adhoc to the US HP standards.

· Understanding customer’s problems with the system & providing right information & handling escalation.

· Mapping client’s, identifying improvement areas & implementing measures to maximize satisfaction levels.

· Overseeing the internal growth & providing the career path for each of the agents after mapping their needs.

· Taking escalations and undertaking heat checks for each resolved cases and logging the accounts.

Feb’03 – Dec’05

IBM Daksh Business Process Services, Gurgaon
Technical Leader – HP Technical Support Operations









Assignments Handled



Feb’03-  Jan’04

Technical Support Specialist. Client: Hewlett Packard (HP) Boise, Idaho

Jan’04- Mar’04

Quality Analyst. Client: Hewlett Packard (HP) Boise, Idaho

Mar’04- Sep’05
Customer Service. Technical Support, ASG (Senior. CCE–Advanced Support Group).Client: Hewlett Packard (HP) Boise, Idaho

Oc’05-  Dec’05
Technical Leader (L2 OPS). Client: Hewlett Packard (HP) Boise, Idaho


Accomplishments:

· Handled a team of 15 technical support agents serving technical queries of HP customers in the USA. Worked in all time-zones from EST – to PST.

· Distinctively facilitated and conducted calibration sessions with the managers and other Technical leaders for 
discussions to reach a goal of 95%.

· Efficiently calibrated conference calls with the client (HP) and find resolutions to the unresolved 
Client Problems and further downloading the information across the floor.

· Holds the credit of handling 2ND level technical issues which were escalated to us by the 1ST level agents and 
they were unable to resolve them.

· Attended conference calls with the client, to make sure HP Daksh and HP, USA are at the same level as far as technical resolutions and policy leaps are concerned.

· Accredited for entering, updating, appending the customer information with the product details in the PeopleSoft CRM named iCare. 

· Experience in up- selling of client products like HP Computers, HP Printers (Lazer, Deskjet, and Photosmart), Cartridges, Paper, and Laptops, All in Ones & Digital Cameras etc.

EDUCATION
· Bachelor of Computer Application from Indira Gandhi National Open University, New Delhi in 2002. (www.ignou.ac.in)
· Post Gradate Diploma in Business Administration (Marketing Major) from Symbiosis Centre of Distance Learning, Pune in 2011. 
OTHER QUALIFICATIONS
· DNIIT Course from NIIT, New Delhi. 2 years Diploma in Web Centric Curriculum. (1999-2002)
CERTIFICATIONS
· A+ Certified (COMPTIA). - (2004)
· Q101 OPS Quality Foundation Program Certification in Operations (Six Sigma Yellow Belt Certification).–(2004)

PERSONAL VITAE

Date of Birth

:
5th Dec’1981
Hobbies

:
Reading, Running, Racket Sports (Badminton) 
I hereby declare that all particulars mentioned above are true to the best of my knowledge. 
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