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          Mugdha 

Objective
To be known and revered as an excellent Human Resource Management Professional while being resourceful, innovative and flexible.

Alumna of the London School of Economics (UK) with 4 years of experience in the field of Human Resource Management including Recruitment, Training and Development, Employer Branding and Employee Engagement. Quick learner with a positive attitude and meticulous approach to work. Excellent communication and interpersonal skills. Able to prioritize and execute multiple tasks and meet deadlines concurrently.
Human Resource Skills
· Recruitment : CV Screening and Shortlisting, Interviews, Psychometric tests, Reference/ Background Check, Offer Negotiation, Recruitment MIS

· Training & Development : Training Needs Analysis, Training Coordination, Onboarding, Feedback Analysis, Conducting Training (Soft Skills), Training MIS

· Employer Branding: Conceptualization and execution of online and off line employer branding initiatives

· Employee Engagement: Conceptualization and execution of employee engagement initiatives
CURRENT EMPLOYMENT
My role involves finding deserving candidates for our valued clients. 
Recruitment Consultant at Edge Executive Management Consultancy 

DMCC Free Zone, Dubai 

(March 2016 –Present)
Job Responsibilities:

· Understanding the requirements of the clients and sourcing candidates as per their specifications
· Conducting the necessary Industry and Market research to source the right candidates

· Using Job Portals, Linkedin and other e-recruitment tools to look for candidates.
· Writing Job Descriptions 
· Using social media to advertise positions, attract candidates and build relationships with candidates
· Headhunting - identifying and approaching suitable candidates (passive job seekers)
· Receiving and reviewing applications, managing interviews and tests and creating a shortlist of candidates for the client
· Briefing the candidate about the responsibilities, salary and benefits of the job in question
· Preparing CVs and correspondence to forward to clients in respect of suitable applicants
· Organizing interviews for candidates as requested by the client and informing candidates about the results of their interviews
· Negotiating pay and salary rates and finalising arrangements between client and candidates
· Developing and maintaining relationships with clients
· Work with clients from a wide range of sectors including Logistics, Construction & Engineering, Healthcare, Education, Consumer Electronics, Retail, Oil & Gas and Automobile
PREVIOUS EMPLOYMENT
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Galaxy Surfactants Ltd., an Indian MNC, is a manufacturer of surfactants & specialty chemicals and caters to the Global Home and Personal Care Industry.
My role involved working closely with Senior Manager- Talent Acquisition as well as Senior Manager- Talent Management. My job responsibilities in Galaxy can primarily be classified as follows:
Senior HR Officer at Galaxy Surfactants Ltd – Mumbai, India
(September 2012 - February 2016)
Job Responsibilities
(1) End-to-End Recruitment

· Job Posting

· Sourcing resumes through job portals

· Screening and shortlisting resumes

· Psychometric testing

· Conducting preliminary interviews of prospective candidates 

· Joining formalities

· Liaising with recruitment consultants

· Recruitment MIS

· Campus Recruitment 

· Writing Job Descriptions 

· Maintaining organization charts for the company

(2) Training & Development

· Conducting soft skills training programs for company employees 

· On boarding of new employees 

· Creation of training manuals for numerous departments of the organization 

· Liaising with external training agencies 

· Training co-ordination

· Training needs analysis 

· Training feedback analysis 

· Training MIS

(3) Editorial

· Served on the editorial committee of the company's in-house magazine 'Horizon'

(4) Employer Branding
· Conceptualization and execution of online and off line employer branding initiatives

(5) Employee Engagement
· Conceptualization and execution of several employee engagement initiatives

Notable Contribution
· Received 'Shabash Card' for successful recruitment within the defined TAT (Turn Around Time)

· Independently designed and delivered training workshops on ‘High Impact Presentation Skills’ for company employees  
· Conceptualized and executed a novel employer branding program called ' Engage before Onboarding' for new hires
Psychometric Certification 

· Internationally certified user of Thomas International’s Personal Profile Analysis (PPA) 
IT Skills
· Well versed with MS Office (WORD, Excel, PowerPoint, Outlook)

· Competent in using e-recruitment tools- LinkedIn, Job Portals, Zoho Recruit

Educational Qualification 
· MSC Organizational & Social Psychology, London School of Economics – UK, 2012, (Merit)
· B.A.  in Psychology with Honors, St Xavier’s College – Mumbai, 2011, 78.16% (Distinction)
· HSC: St. Xavier’s College, Mumbai, 2008, 80.00% (Distinction)
· SSC: Parle Tilak Vidyalaya, Mumbai, 2006, 89.86%  (Distinction)  
Language Proficiency 
· English:  
Overall Band Score of 8.00/9 on IELTS

· French:  
Level 3 Certificate from French Ministry of Education & Level 3 Certificate from L’ Alliance Française, Mumbai
· German:
Level 2 Certificate from Max Mueller Bhavan, Goethe Institute, Germany
Hobbies 
· Painting: Passed Elementary & Intermediate Grade Exams, Grade A, Merit Rank Holder

· Dancing: Trained in classical dance (Kathak)
Community Service 
· Worked with XRCVC (Xavier’s Resource Centre for the Visually   Challenged) for a period of 3 years
Personal Details  
· Date of Birth      :
26-06-1990

· Nationality         :      Indian

· Social  Status     :
 Single


· Languages
:
 English, Hindi ,Marathi, French, German

· Visa Status         :      Residence Visa (Employer Sponsored)
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