
Sapna 
OBJECTIVE: 

To associate with an organization that promises a creative and challenging career in Progressive environment to enhance my knowledge and skills in the state of new technologies And be a part of the team that excel in work towards the growth of the organization.

PROFESSIONAL SNAPSHOT  

{Domestic IT & Non IT recruiter}
· A competent, result-oriented professional having around 3.8 year’s experience in end to end Recruitment, right from sourcing candidates from various sources to finalizing their on boarding formalities.

· Having excellent knowledge in hiring process including sourcing, initial screening, & salary negotiations etc.

· Responsible for complete Recruitment Life Cycle right from identifying and selecting talent, onboarding.
· Sourcing & short-listing the candidates as per client's requirements through Portals (Naukri, Monster), referencing, database generation, social networking sites, web postings, linkedin.
· Conducting preliminary round of Telephonic Interview (to check communication skills, project experience, cost, notice period, attitude and other related factors)

· Arranging telephonic and personal interviews for the shortlisted candidates as per the schedule.
· Major exposure in handling requirements on Contractual staffing and permanent staffing
· SAP training (HR Module) ECC 6.0 from " Webcom Technologies pvt  Ltd."  Indore.
· Having technical expertise in various technologies namely; SAP (ECC 6.0), Operating Systems, Databases and various packages (MS office)
· Knowledge about PF,ESI,Salary terms.

EXPERIENCE SNAPSHOT

Working as a Sr. HR Recruiter in Talent Shop  Hyderabad  from Jan -2016 to Jun 2016.

· Key Responsible Areas handling at the present organization
· Responsible for the Handling team 3-4 Members
· Handlint client site .closing their position as per requirement

· Taking care of entire process of recruitment life cycle 

· Sourcing the profile from portals like shine, naukri and monster 
· Having good knowledge on using LinkedIn corporate account
· Checking the candidate technical skills and relevancy matching to the requirement

· Consolidating the profile and submitting to the manager as per criteria.
· Negotiating salary part with the candidates effectively.
· Scheduling the candidates those who are shortlisted from Client.

· Doing the thorough followup with the candidates till onboarding.

· Coordinating the mega drives at client location in weekends whenever necessary.
· Follow up the candidates after scheduling interviews and selections & till Joining.
· Uploading relevant profiles in clients' portal after discussion with candidates.

· Schedule interviews, co-coordinate with the shortlisted candidates for next levels of interviews till closure.

· Coordinating Walk in interviews for candidates attending walk in interviews with in the time.
Previous Work Experienced

· Worked as a HR Coordinator(Contract)- Hawlett Packard Enterprise Pvt  ltd.(Pune) } since Jun 2015 to Dec-2015 
· Key Responsible Areas handled in the organization
· Recruitment for Internal team & support for other projects

· Maintaining Interview Tracker

· Coordinating with vendor for current opening & Monthly Invoices

· Preparation of Monthly attendance sheet

· Maintaining Monthly Attendance records (Hard & Soft Copy)

· Calculation of Absenteeism % at the end of the every month

· Maintaining monthly leave Records

· Keeping the records of Birthdays & sending Birthday Cards

· Renew Gate Pass 

· Maintaining excel sheet of Gate pass number

· Monthly Invoice Verification & sending for Approval to PM

· Maintaining excel sheet for email ID, Solman ID & Development ID

· Joining & Exit formalities

· Generation of Appointment no. for new joinee

· Maintaining Stationary (Note Books)

Organization 2 : Sapphire Manpower ltd (Indore)March 2013 to Jun 2015 .
Major Clients worked for :  BFSI &IT Clients.
Designation   : Sr. HR Executive
Roles and Responsibilities:

· Handling End to End Recruitment process.

· Briefly Understanding the requirements received from clients, 

· Looking after the entire cycle of recruitment that includes headhunting/searching/sourcing potential candidates.

· Excellent Sourcing in IT Recruitment Skills like Niche, Semi-Niche and Generic skills.

· Short-listing resumes by evaluating the candidate’s communication skills, presentation and technical skills based on the client’s requirements.

· Cold calling the candidates and discuss about the job opportunities, location, clients and employment type with the candidates.

· Screening and short listing the profiles according to JD from job portals and sharing the profiles to clients. 

· Scheduling interviews like telephonic, Face to Face and Walk in Interviews to the candidates after Short listed.

· Negotiating & convincing candidates to accept the offer and make them join in short notice as soon as possible.

· Building good relations with the candidates and maintaining the database.

· End- to- End follow-up with candidates since after short listed for interviews and till joining date.

· Preparation of Weekly and Monthly report relating to Interviews with number of interviews happened, Offer Made and Candidates Joined.
Organization 3 : Head Recruitment consultancy (Indore) )Jun 2012 to Feb 2013 .

Major Clients worked for :  Insurance /Pharma Clients.
Designation   : HR Consultant
Roles and Responsibilities:

· Managing the entire life cycle of staffing, short listing of profiles and conducting telephonic or face to face interviews to assess the candidate's suitability and to match the job requirements.

· Ensuring that the candidates go through the interview process, finalizing the offer and follow through till the candidate joins.

Organization 4:-Capital via Global research pvt  ltd Oct 2011 to Feb 2012

Designation   : Business Analyst
PROJECT
· Undergone summer training in Organization "TATA International"(Dewas)
· Project Area    :-Human Resource
· Project Title    : - Human  Resource Planning
· Duration          :   45 days
· Industrial visit to "HONEYWELL INDIA LTD" Pune.
· International seminar on "Cross culture leadership & business ethics".
Achievement

· Received N.C.C. Certificate Of  A.T.C. Camp.

· Secured   Certificate Of State Shotokan karate championship.

· Participated in painting and essay writing competition in school.

· Received second prize of G.K. Exam's in 9 th class.

· Received a certificate of Employee of the Month in Head Recruitment services(2012)

· Received a Award of Employee of the Month in sapphire Management consultancy  August (2013)

· Proficient in Microsoft word(Excel, Outlook, Power point) 

  EDUCATIONAL PROFILE
· PGPBM(HR+ Marketing) from  International school of management and reaserch ,PUNE  in 2011.
· B.SC (Statistics) from Holkar sc. College ,Indore -2006
· Class XII  from Bal Viney Mandir ,Indore -2003 
· Class X from Bal Viney Mandir ,Indore -2001 
TECHINICAL SKILLS:

· Operating System: Outlook Express,  Windows 95 & 98, Windows XP, Vista, Windows 7, Windows 10 .MS Office:  Excel, Word, PowerPoint. 
· SAP Technical [ABAP, Basis] Functional [FICO, MM, SD, CRM, SRM, PLM…etc.], Techno-Functional Consultants [ABAP-CRM, ABAP-BI, ABAP-SRM, ABAP.
Personal Details:
Date of Birth  
      :  02/07/1986
Marital Status
      :  Single
Gender                     :    Female
Hobbies
    :  Music, Net Surfing, Painting, Visiting.

Strength
       :  Leadership, Sincere, Quick to learn new things

Languages Known   : Hindi, English

Nationality                 :     Indian

Hobbies                 :       Painting, Meeting with people and communicating ,interacting with people.
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