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CAREER OBJECTIVES:
To be part of a strong professional team to utilize my skills & abilities in a reputed organization that offers professional & personal growth while being resourceful, innovative and flexible.
EDUCATION QUALIFICATION

· MBA (HUMAN RESOURCES) from UNIVERSITY OF MADRAS, Palakkad, Kerala (2013 - 2015).

· B.com at Menon college of commerce, Arts & Science from Mumbai University, Mumbai, 
(2008-2011).
CORE EXPERTICE:
· Sourcing.


· Recruitment and Selection.

· Head-Hunting.

· Client Relation.

· Strategic Planning.

· Non IT Recruitments.

· Client Development.

· Staffing/ Direct Hire Training.

WORK EXPERIENCE

· Office Manager at Cad Center – AUTODESK AUTHORIZED TRAINING CENTER – PALAKKAD – KERALA. (January 2014 to May 2014)
Job Responsibilities:

1) Coordinates AutoCAD enrolment activities with the A&E CAD Department Chair, Continuing Education, and clients. 
2) Develops and promotes AutoCAD learning programs, and assists in program marketing activities. 
3) Works with students and clients in scheduling AutoCAD courses; develops course offerings, course schedule, and curriculum; creates and cancels courses; creates and issues certificates. 
4) Coordinates AutoCAD support services and operations; purchases AutoCAD books, materials, and supplies. 
5) Interviews and hires AutoCAD hourly instructors. 
6) Maintains and renews corporate contracts. 
7) Identifies AutoCAD technical problems and provides basic technical support and quick solutions as needed. 
8) Coordinates and provides liaison services between ACC and the clients to develop and provide AutoCAD courses for students. 
9) Serves as liaison to A&E CAD Department Chair and Continuing Education for course development and budget development. 
10) Develops Customized Training Contracts for business and industry clients

· HR – Manager at Threestar Consultancy Services – Shoranur – Kerala.
(January 2013 to December 2013)

Job Responsibilities:

1) Handled recruitment for various Industry like automobile, banking , finance, retail, hotel, & hospitality, construction & engineering, FMCG, aviation, trading, logistics, tyre, insurance etc.
2) Handled a team of three recruiters.

3) Interaction with corresponding HR Managers and Branch Manager for requirement, Interview Scheduling and Feedback.

4) Maintaining healthy relation with selected candidates for retention.

5) Client Acquisition.

6) Career Guidance and Grooming for Candidates.

7) Job Posting on various Job Portals.

8) Updating candidate and open mandates to Database.

· HR – Executive at Ross Warner Hr Solutions – Mumbai.
(April 2012 to December 2012)

Job Responsibilities:

1) Going through the job description of the position required by the client.

2) Searching candidates through job portals like naukri.com and monster.com.

3) Taking telephonic interview of the candidate and short listing them.

4) Scheduling personal interview of the candidates with the client.

5) If get selected processing the offer letter.

6) Keeping regular touch with the candidate after joining.

7) Checking position requirements with the clients and for the payments

PERSONAL PROFILE


Date of Birth                : 29/12/1989.

Gender                          : Female.

Marital Status              : Married.

Nationality                   : Indian.

Languages known  
: English, Malayalam, Hindi &Marathi.

Visa Status

: Residence.

Hobbies

: Cooking, reading books.
I hereby agree that the above information is true and correct to the best of my knowledge and nothing has been concealed or distorted.                             

