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Personal Data

Date of Birth    : 1 09 1989

Age                   : 26
Nationality       : INDIAN

Sex                   : FEMALE

Marital Status   : Married 

Languages Known

ENGLISH

SPEAK    : GOOD

WRITE    : GOOD

MALAYALAM

SPEAK    : GOOD

WRITE    : GOOD

HINDI

SPEAK    : AVERAGE
WRITE    : AVERAGE

TAMIL

SPEAK    : AVERAGE

WRITE    : LITTLE

Hobbies

READING 

WRITINGPOEMS&ESSAYS

LISTENING MUSIC

Visa status : Visiting visa

Date: 

Place: DUBAI

	Career Objective

To start a career in management that efficiently use my skills to the best and taking an active and constant part in the growth of the organization keeping in pace with latest technologies.
Professional Summary:

· Having around 3.5 Yrs years of experience in Recruitments and Loan Underwriting.

· Involved in end to end recruitment process, worked on demanding and challenging recruitment assignments. 

· Handling recruitment function by focusing on the requirements.

· Ensuring timely hiring of Quality resources that meets the specifications as per the Staffing plan.

· Conducting preliminary interviews to ensure suitability of candidates as per the requisition given. 

· Interact with the Clients regarding Interview Schedules, feedback, Joining dates, Salary Negotiations etc.

· Having experience on Contract, contract to hire and Permanent Requirements.
skills Soft

· Communication skill

· Good listener and quick learner

· Convincing Skill
· Good coordinator 

· Adaptive to the new environment

· Able to work independently using initiative and as a part of a team. 

     Technical skills                                

· Operating System
     
 : Windows7, 2000, XP

· Application Package

: MS Office Web Package

· Database



: MS Access, SQL

Master of Business Administration 

Institution                         : Bharath Matha College,Thrikakkara

Year                               : 2012

GROUP                        : HR &Marketing

Percentage of Marks  :                                                                         

Bachelor of Business Administration 

Institution                         : ST XAVIERS COLLEGE, ALUVA

Year                               : 2011

GROUP                        : B. B .A

Percentage of Marks     : 60                                                                        

  Senior School Education 

Institution                      :  MARY MATHA E M H S .S

GROUP                         :   COMMERCE COMPUTER

   Year                               : 2007

   Percentage of Marks     :  75
Secondary School Education 

Institution                      :  MARY MATHA E M H S.S

  Year                             : 2005

   Percentage of Marks     :  65

Additional qualification 

· 3 months training course for BPO domain from MSDF LABS DR. REDDY’S FOUNDATION.
Experience overview 

Admin cum accountant
Alankit Assignments, Palarivattom 

June 2011-November 2012 

· Arrange and confirm appointments.

· Maintain databases.

· Set up and maintain filing systems 

· Answer and screen incoming calls

· Handle and redirect customer queries

· Manage all visitors

· Handle petty cash.

· Handle incoming mail and other materials.

· Petty cash, Payroll adjustments & Periodical payments.
· Manual Accounts (Cash Book, Bank Book, Ledgers).
· Data Entry in Computerized Accounts system Tally.
· Prepared Invoices, Bills.
Loan consultant

Sutherland Global services

March 2012- Nov 2013

· Evaluate mortgage loan requests in order to approve or deny applications and to check income, credit history, debt ratios and savings meets the particular loan/client guidelines.

·  Review documentation for compliance with internal and regulatory guidelines.

·  Analyze the loan documents and credit risk, borrower and property information.

·  Analyze employment profile, credit strength, property characteristics.

· Verify accuracy of supporting employment, down payment, appraisal, and financial documentation received.

· Calculate various ratios (LTV/DTI/CLTV/Payment shock) while reviewing the loan file.

· Performing a full analysis of the loan file and making appropriate recommendations/conditions regarding deficiencies identified during the loan review process.


HR Executive

Fastline Recruitment services Ltd
Dec 2014- Nov 2015

· Should be to handle multiple requirements simultaneously.

· Focus on sourcing quality resumes through head hunting, Job Portals and Networking Sites.

· Ability to work independently 

· Source the right candidates from the job portals /database / references and screening of resumes according to the requirement.

· Interview co-ordination with panels and candidates. 

· Documentation validation post selections

· Deliverables based on Client Requirements

· Screening resumes based on the requirements, conducting preliminary interviews, scheduling interviews, follow-ups with the Delivery Manager on the candidates selection, rate and their joining formalities

· Understanding the technology & market scenario

· Ready to adopt new technologies in similar tracks.

· Achieve targets driven growth.

· Sourcing of candidates based on the required skill through various job sites like Naukri, Monster and other sources such as Headhunting, Reference, professional networking sites, company database etc.

· Pre-screening candidates to check their interest, confidence, communication skills etc.

· Submitting confirmed CVs to Team Lead/Clients

· Scheduling interviews with short listed candidates.

· Follow-ups with candidates / clients for status.

· Building good rapport with management and the team.

· Handling of complete recruitment cycle starting from screening to closure.

· Excellent understanding in sourcing for High tech, Product and/or Sales requirements

· Excellent drive with an executive vision, client management skills, Team Management skills, Negotiation skills and Technology understanding.

· Excellent understanding of the market dynamics, Cost structures and Resource availability.

· Excellent reporting skills, search skills and staffing strategies.

· Ability to strategize and lead from the front to ensure high customer satisfaction.
DECLARATION

I hereby declare that all the information provided above is true to the best of my knowledge and belief.
                                                                         Yours sincerely                                                                                                

                                           








