Career Objective:
As an HR, I would like to utilize my professional as well as inter personnel skills for benefit of Organization. My natural man management skills should be able to help me in maintaining coherent relationship amongst the workforce and avoiding dispute.
PROFESSIONAL EXPERIENCE

Recruitment Executive 

At Vira International Placements Pvt. Ltd.                     Aug 2014 to Nov 2015
Job Responsibilities:
Recruitment & Selection:
· Communicating with the Clients for the requirements in Gulf.

· Placing Job Advertisement in Leading newspapers & Job Portal websites

· Screening the applications & selection
· Arranging the interviews
· Conducting primary interview and tests for the candidates.
· Shortlist CV’s, arrange interviews and prepare the Contracts and job Offer letters.

· Safe keeping the Employee’s Personnel Data Files. Maintaining up to date Record of All Employees Documents and hand over to the verification.

· Prepare the job descriptions, responding to staff queries on Job role, interview status & Salary related matters.

· Preparation and analysis of manpower template, gathering requirements from departments, maintaining the manpower requisition format.

· Maintaining the data bank of entire resumes received through various sources.

· Searching various job portals, internal data base and sourcing the resumes as per the requirement.

· Screening, Scheduling & conducting preliminary interviews for above managerial positions

· Conducting interview for junior and senior level, selection & salary negotiation

· Coordinating for interview b/w interviewer & interviewee for senior positions throughout the hiring process.

· Generating offer letter, issuing/mailing the offer letter.
Visas
· Coordinating with Client to send all Important set of documents to issue visas.

Employee Database
· Keeping Up to Date Employee Record in the file and as well in the software.

· Preparing Employee Record.

· Guiding New Employee into the system.

ACHIEVEMENTS:
· Got a Title of Best Employee of the Month in May 2015. 

· Played crucial role in closing and filling the requirements of the projects.

· Received appreciations from CEO of Kharafi Global for providing him my Best Candidates.
Projects undertaken 
· Project Manager - “Jawad Business Group” For Quick Service Restaurants in Dubai, Saudi & Oman. 

Project review

· To schedule 2 days Interview for 200 Candidates for the required positions. 

· Had To co-ordinate with client if any changes had to be made.

· Daily report was been sent to show the daily candidate list.

· After selections report was given to the client in whom detailed information was given regarding how many candidates attended from the list out of which how many got selected & rejected, How Many offer letter declined & detailed reason was given.

· Medical, Visa documents & Air Tickets were arranged.
Expertise: 
· Responsible for quality and timely completion of jobs within the specified cluster and shift.

· Responsible for adherence to quality programs within the group.
· Thorough understanding of the fundamental principles of business administration and their practical usage.

· Highly organized thought process and well-structured problem dealing attitude with an edge of innovativeness.

· Profound managerial qualities and skills to handle multiple teams simultaneously.

· Ability to handle both, the internal activities of an organization as well as the external dealings with clients & Candidates.

· Good in handling the MS office tools and web search tools.
EDUCATIONAL QUALIFICATIONS: 

	EXAMINATION 
	BOARD/ UNIVERSITY 
	INSTITUTION   
	YEAR

	Diploma in Human Resource Management (DHRM)
	University of Mumbai

(Full Time)
	Welingkar Institute Of Management Development & Research 
	2014

	Degree in Bachelor of Science in Hotel Management
	Nashik University
	Rizvi Academy Of Hospitality Management & Catering Operations 
	2012

	12th
	Maharashtra State Board
	L.S. Raheja College of Arts & Commerce
	2009

	10th Grade 
	Maharashtra State Board
	St, Teresa’s Convent High School
	2007


STRENGHTS: 
· Ability to understand and analyze the situation quickly.

· Excellent Communication Skills and Attitude. 

· Dedicated to the work, adaptable & able to perform cohesively in a team.

· Ability to adapt quickly to challenges & changing environments.
PERSONAL DETAILS:
Date of Birth:             29th July 1991.
Sex: 


      Female.
Marital Status: 
      Single. 
Nationality: 
      Indian. 
Language Known:       English, Hindi, Marathi and Bengali.
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