


            Ms Dhanashri 
                                                      Objective

To do quality work in the field of Human Resources and contribute to the growth of the organization.
                                                    Brief Overview

Over 7 years of experience in Human Resources.

Possess Excellent Communication, Leadership, and Relationship management and Coordination skills.

Quick & Enthusiastic learner, Good Team player and Analytical thinking.
Experience of Freelance HR recuitment
                                               Summary of Experience
Encompass a total work experience into end to end recruitment activities with various companies like Millennium Conferencing Systems Pvt Ltd, Stream International, CMC Ltd, Maersk India Pvt Ltd, and Myndcentre Consulting and in GE Capital Business Process Management Services in Customer Service. 
                                                   Key Achievements

· Vendor Management                                                                                                                                                                            

· Handled IT and non-IT recruitments both.

· Done massive recruitment in a short span at CMC Ltd & Stream International.

· Successfully headhunted Language specialists   

· Handled Employee Relations 

                                                   Experience in brief:
Company       : Millennium Conferencing Systems Pvt Ltd

Duration 
 : July 2009 to November 2012                                           

Roles and Responsibilities: 
· End to End Recruitment Activities.
· Plan, organize and coordinate the induction related activities from recruitment to selection
· Provide an orientation session and offer professional development training opportunities throughout the employee’s tenure.
·  Act as an employee advocate, setting goals, providing training opportunities and overseeing performance reviews
· Keep employee benefit programs, employee records, implement policies and procedures and ensure legal compliance.
· Listen to employee grievances, investigate the situation and help resolve the issue.
· Vendor Management.

· Liaising with the Vendors and negotiating agreement rates.

· Design and drive the Implementation Plan for Timely Delivery

· Managing attrition at decided level or below
· Managing employee data base- head count, skill data base.
· Work with line managers to understand workforce needs and provide proactive sourcing plans.
Company
 : Stream International
Duration 
 :  July 2008 to April 2009                                          

Roles and Responsibilities: 

· Conducting Interviews.

· Coordinating & Conducting the Technical Interviews.

· On boarding and Induction

· Preparing & Issuing offer letters / salary fitments.

 Prime Responsibilities:

· Vendor Management.

· Developing External Vendors for sourcing

· Liaising with the Vendors and negotiating agreement rates.

· Work closely with line managers to understand workforce needs and provide proactive sourcing plans.

· Design and drive the Implementation Plan for Timely Delivery

· Responsible for all documentation of weekly reports within the team

· Achievement of set targets.

· Database Management.
· Preparing monthly recruitment reports.

· Handled Employee relations

Company 
: CMC LTD [TATA Enterprise]

Duration
: August 2006 to June 2008        

Roles and Responsibilities:

· Sourcing the candidates through job portals, references, Headhunting, etc.

· Initial screening of resumes of experience for the purpose of Recruitment

· Conducting Interviews to check skill level & companies fulfillment.
· Maintaining the database of interviews conducted.

· Preparing offer letters / salary fitments.

· Coordinating pre-employment medical test.

 Prime Responsibilities:

· Manpower Planning and Recruitment

· To deploy various HR initiatives (e.g. Meet The Manager, Meet Your HR, Pulse meetings) for the Verticals along with the central HR POC.

· Act as employee buddy and help employees in resolving any grievances they may have.

· To understand the recruitment needs of different  – processes /projects in the pipeline

· To take part actively in HR interviews

· Liaising with the consultants 

· Preparing monthly recruitment reports.

Company 
: Maersk India Pvt Ltd

Duration 
: February 2006 to June 2006

Roles and Responsibilities:

· Liaising with recruitment consulting agencies, educational institutes, etc for recruitments.

· Participating in campus placements.

· Conducting preliminary round of interviews.

· Scheduling technical / final interviews for respective positions.

· Liaising with line managers through emails / phone.

· Responsible for monthly MIS reports for recruitments.

· Maintaining and analyzing the MIS

Company 
: Myndcentre Pvt Ltd

Duration 
: November 2004 to January 2006

Prime Responsibilities:
Recruitment:

· Liaising with clients to get the job descriptions of new profiles to be worked on.

· Screening and sourcing resumes from job portals based on the client requirement.

· Taking Telephonic Interviews and Personal Interviews.

· Scheduling the interviews of candidates with the clients.

· Follow up with candidates to ensure the candidate reaches the interview venue on time.

· Taking feedback from the clients about the interview results.

· Maintaining database of candidates.

· Maintaining and updating daily scheduling reports.

· Achievement of set targets.

Administration:
· Keeping a track of all invoices and bills.
· Ensuring all the bills payable are paid on time and similarly follow up with the clients for bills receivable on time to ensure payments are received on time.

· Maintaining the muster for employees.

· Ensuring timely renewal of contracts with the clients.

Company 
: GE Capital Business Process Management Services

Duration 
: October 2003 to February 2004

Roles and Responsibilities:

· Worked in credit card department.

· Handling queries related to accounts of credit card holders.

· Responsible for renewing and dispatching credit cards.

· Had interaction with clients regarding insurance claims and client’s requirements and complaints.
  Academic Credentials:
· Certificate Course In Human Resource Management from MIT.
· Post Graduate Diploma from Narsee Monjee Institute of Management Studies.

· Graduation in Bachelors of Commerce from Sathaye College.
 Strengths:
· Optimistic

· Enthusiastic Learner 

· Team Player

· Confident
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