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· Worked as Recruitment Consultant with Abu Dhabi, UAE (April 2014-January 2016)

· Worked as a HR Generalist cum Recruiter with Global Educational Solutions, Calicut, India (June 2012- Feb 2014)
· Worked as Recruiter with Carpel Consulting Services Pvt. Ltd, Chennai, India (August 2011-May 2012)

· Served as a Project Trainee, Godrej & Boyce Mfg.Com Pvt Ltd , Chennai, India (March 2011-May 2011

1. Abu Dhabi, UAE (April 2014 –January2016)
Designation: RECRUITMENT CONSULTANT
About the Organization:

.
  Roles and Responsibilities:
· Manage to provide the right candidate at the right time for the right position.

· Collection of Job description & Specification of the vacancies from the clients.

· Listing and updating the vacancies in various job portals

· Headhunting' – finding and approaching candidates.

· Preliminary screening and short listing candidates before sending the profiles to the clients

· Maintaining & updating the candidate database

· Keeping records of clients, employers and vacancies.

· Maintaining a good rapport with the candidates and the companies.
· Well conversant with working with the sourcing strategies and job portals like bayt.com, dubbizle, abudhabijobs, Monstergulf etc.
2. Global Educational Solutions, Calicut (June 2012 –Feb 2014)

Designation: HR Generalist /RECRUITER
         About the Organization:

Global Educational Solutions is an educational conglomerate–a perfect blending of innovations in education and building up values that transform young generation into successful individuals-the wealth of any nation. Involved in multifarious functions in the K-12 education, GES has a network of global partners to address your needs from its bases in the UK, UAE, Qatar, Philippines, Malaysia, Singapore, US and India.

Roles and Responsibilities:

· Establishing coordination between the departments

· Making sure each is informed about the ongoing activities of the Global English School.

· Keeping track of the work that was planned and the actual work done.
· Keeping records of resources employed, pending works, short comings and other such aspects.
· Acting as an information resource point and disseminate relevant information to other staff members

· Allotting responsibilities , drafting reports
· Administering the tests

· Scheduling appointments

· Maintaining records and information confidential
· Establishing effective coordination and communication across all work levels.

· Ensuring work proceeds without interruptions.

· Handling the Recruitment Cycle
· Preparing correspondence, offer letters, taking minutes.
2. Carpel Consulting Services Pvt Ltd (August 2011-May 2012)
        Designation: HR Recruiter

        About the Company:

        Carpel Consulting Services Pvt Ltd is a leading Franchise firm which is based in Chennai and operations across PAN India. It is basically dealing into IT & Non IT sectors ie; (Banking, Finance, Media, healthcare, Retail, Power and Construction, Oil & Gas etc..
        Key Responsibility Areas:
· Independently handling the entire Recruitment Cycle

· Responsible for recruitments of junior & Middle level positions.

· Coordinating with the client on daily basis for scheduling interviews, feedbacks & regular follow ups on their requirements.

· Interviewing the candidates
· Selecting the right candidate for the specific role.

· Well conversant with working on sourcing strategies including  Data base Maintenance, Referral Generation, job portals like Naukri , Monster to improve staffing services and reduce dependency on jobsite.
· Taking telephonic interviews of the candidates, Review the responses, verification of responses, and Update internal database according to the feedback, collecting the candidate feedback from the clients.
· Articulate and negotiate job offers with candidates and clearly communicate all aspects of the offer including total compensation and relocation.

· Maintaining and updating candidate database for future reference.

· Reporting to vertical head about day by day activities.

      
· MBA (HR & SYSTEMS) from Anna University of Technology in 2011.
· BA Functional English from University of Calicut in 2009.

· Higher Secondary Examination, Kerala Board in 2006.
· Secondary School Examination, Kerala Board in 2004.
 
· HR

· Recruitment

· IR
 
· A report on “The Overall study at KRS Pvt Ltd”, Calicut.

· A report on “Employee Job Satisfaction at Godrej & Boyce Mfg. Co. Ltd, Chennai

· Participated in 8th All India Management Students Convention Organized by Madras Management Association.

· Participated in an International seminar on “Global Challenges of Emergent India”.

· Participated in National Social Service.

· Well conversant with MS Office, Windows XP and Internet Applications.
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	Speak
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	Malayalam
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	Arabic
	· 
	· 
	

	Hindi
	· 
	· 
	

	Tamil
	
	
	· 



· Hardworking

· Good Team Player

· Optimistic

· Initiative
· Fast Learner
 
	Name
	Shamla

	Date of Birth
	01-06-1988

	Nationality
	Indian

	Status
	Married

	Visa Status
	Residency Visa (Husband’s Sponsorship)


Notice Period: Immediately


All matters stated in this resume are true to the best of my knowledge and belief. I am willing to produce original certificates on demand at any stage.

                                                                                       SHAMLA 

CAREER OBJECTIVE:


Dynamic HR Professional with MBA degree, specialized in Human Resource Management & systems, having 4 years of proven ability and experience in HR & Recruitment, aspiring to establish a career in a growth oriented Organization to utilize acquired skills and knowledge in achieving organizational goals, while attaining personal and professional growth; provide an opportunity for enhancing learning graph and career advancement.
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