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CAREER OBJECTIVE

Having Experience in the Field of Human Resource, Overseas Manpower. Seeking a position where I can explore my skills and abilities that offers professional growth while being resourceful, innovative and flexible.
EMPLOYMENT DETAILS

Employer     
 : Al-Sofi Manpower Consultancy

Designation     : Recruitment Coordinator
Experience       : August 2012 – September 2015
Roles and Responsibilities:

· Taking care of Junior / Middle and Senior level Requirements.

· Handling Client Interview fulfilling the Requirement as per the demand.

· Recruiting Industries like Civil Construction(Building or Infrastructures), Oil & Gas, Refinery & Petrochemicals, Hospitality, Manufacturing , Marine & Dredging, Retail, FMCG, IT, Ship Building, Electronic & Instrumentation , Steel Plant etc.
· Head hunting, travelling with the client for the interview.

· Understand the requirement and taking the Job Description from the concerned person.

· Talent acquisition through job portals (Naukri.com, Monster, Times job and LinkedIn) references, Advertisements, Walk-in Interview, Network building, Mass mailing, job posting & Communicate with the Agents.

·     Scrutinization of the Candidates (Screening, Shortlisting resumes, Conduct Telephonic or Skype Interview) as per the client requirements based on skills, projects and education background, no. of years of experience and relocation aspects.

· Initial screening of candidate’s through telephonic interview.

· Attend and Part of the Two MEGA INTERVIEWS 2014 (SABIC & PETRO RABIGH).

· Knowledge about drafting of Call Letter, Offer Letter, Appointment Letter, Confirmation letter etc.

· Knowledge about drafting Art works for Advertisement.

·     Information of the Shortlisted Candidate’s like candidate’s interest, availability, salary expectation, Job history, functional and Technical skills, Educational Qualification etc.

·     Correspondents with Candidates, Scheduling their further round of Interviews of suitable candidates as per the instructions of the Client or Departmental Head, Follow-up  and  Exit interviews
·     Knowledge of all Middle East Countries Attestation process.
· Offers & Follow-ups:

· Salary Negotiations with the candidates and facilitating the joining process.

· Ensure the Candidates join the organization on the Schedule joining date.

· Negotiating salaries, closing position, tracking the joining dates etc.

· Interacting with the candidate, making them understand job role.

· Reports:

· Maintaining weekly MIS report (Track Sheet) to the Departmental Head.

· Generated reports on regular basis that includes Candidates joined & Offer Declined.

CATEGORY HANDLED FOR RECRUITMENT:-
	Planning Engineer
	Structural Design engineer
	Cost Control Analyst

	Static Equipment Engineer
	Piping Design
	Instrument & Control Engineer

	Pipeline Engineer
	Mechanical Rotating Engineer
	Project Manager

	Construction Manager
	BDM
	QC Eng Electrical/Mechanical

	Project Engineer
	Purchase Manager
	QA/QC Manager

	Purchase Engineer
	Planning & Scheduling eng
	Safety Manager

	Civil Site Engineer
	Protection Substation Eng
	Land Surveyor

	Mechanical Site Engineer
	Electrical Site Engineer
	Quantity Surveyor

	Procurement Supervisor
	Design Engineer
	Mechanical Supervisor

	C&SU Database Coordinator
	Commissioning & Startup Tech
	Marine Crane Operator

	Maintenance Planner
	Maintenance Trainer
	Draftsman Bar Bending

	Mechanical tech CSU
	Multicraft
	Electrical Engineer (MEP)

	Odd Schedule Coordinator
	Operators
	Mechanical Engineer (MEP)

	A/C & Refrigeration Tech
	Hydro Blaster
	NDT technician 

	Salesman cum Driver
	Millwright Technician
	Workshop Supervisor

	Bio-Medical Technician
	Scaffolding Supervisor Certified
	Admin Assistant

	Rotating Technician 
	Safety Officer
	Calibration Technician 

	Admin Clerk
	Welding Quality Inspector
	Accountant


EDUCATIONAL QUALIFICATIONS

	EXAMINATION
	BOARD/UNIVERSITY
	YEAR OF PASSING
	PERCENTAGE OBTAINED

	Bachelor in Management Studies. (BMS)
	Mumbai University
	2014
	73%

	H.S.C (Commerce)
	Maharashtra Board
	2011
	68.17%

	S.S.C
	Maharashtra Board
	2009
	66.15%


 ACADEMIC PROJECT WORKED ON:

Project Name: 

RETAIL BANKING IN INDIA: The Project was about the Importance of Retail in Banking.
· Advantages and risk involved in Retail Banking. 

· Opportunities and Challenges in Retail Banking in India. 

· Retail Banking Functions Available in India.

· Drivers of Retail Business in India.

· Retail Boom

· Retail Banking: Issue, Policy and Strategy.

· And Future of Retail Banking in India. 
INDUSTRY EXPERTISE 

· Chemical Industry


· Shipbuilding Industry
· Oil & gas Industry


· Construction Industry
MOSTLY WORKED ON FOLLOWING COMPANY AS MENTION BELOW:

	· Dry Dock World Dubai
	· Nesma & Partners Saudi Arabia

	· Elmec LLC Dubai (UAE)
	· Raez Sulphate Factory (KSA)

	· Shapoorji Pallonji (UAE)
	· Saudi Readymix (KSA)

	· Power Point LLC Dubai
	· Al Qaryan Group (Saudi Arabia)

	· Katoen Natie Khonaini (KSA)
	· Manweir LLC (Qatar)

	· National Water Company-NWC (KSA)
	· Summa West Africa (Equatorial Guinea)


WORKED FOR MOST RE-OWNED SAUDI ARABIA CONTRACTORS:
· Aramco
· Sabic 
· Petro-Rabigh
PERSONAL DETAILS

Date of Birth      
: 24th August 1993.

Nationality
  
: Indian

Gender
  
: Female

Religion
    
: Islam

Language Known 
: English, Urdu & Hindi.

Hobbies                
: Drawing & Painting, Making Friends.

DECLARATION

I hereby declare that the above mentioned details are true to the best of my knowledge.
Date: 

Place: Dubai
CURRICULUM-VITAE








