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PERSONAL SUMMARY

A energetic, ambitious and enthusiastic professional who has prior experience of maintaining existing client relationships and also generating new ones. Possessing commercial awareness and excellent presentation, verbal communication and organizational skills. Having a proven ability to meet and exceed set sales targets as well as the relevant administrative, commercial, sales and personnel work experience required for a successful recruitment consultant.
Presently looking for rewarding employment with a employer who provides a direct link between efforts made and financial bonuses.

CAREER HISTORY
Teletech India (Bharti Airtel)

Worked as a Customer Care Executive 

April 2007 – Nov 2007
· Provided customer service and account management support services for Telecom Industry. 

· Handled incoming questions from customers. 

· Managed and resolved customer complaints 

· Ensure timely follow up with feedback provided. 

· Resolves issues gathered from guest reviews and took appropriate action. 

· Evaluated and identified opportunities to improve process and customer experience. 

· Assessed customer needs and made arrangements adhering to company policies. 

· Handled upset and escalated calls. 

· Ensured all of new admission call activities are maintained according to guidelines. Maintained and updated inbound & outbound call reports. 
Best Infosystems Ltd. (Recruitment Firm) 
 HR Recruitment Team Lead 

 Dec 2007 – Apr 2009
· Follow to end of the Recruitment Cycle

· using sales, business development, marketing techniques and networking in order to attract business from client companies;

· visiting clients to build and develop relationships;

· developing a good understanding of client companies, their industry, what they do and their work culture and environment;

· advertising vacancies by drafting and placing adverts in a wide range of media, for example newspapers, websites, magazines;

· using social media to advertise positions, attract candidates and build relationships with candidates and employers;

· headhunting - identifying and approaching suitable candidates who may already be in work;

· using candidate databases to match the right person to the client's vacancy;
· receiving and reviewing applications, managing interviews and tests and creating a shortlist of candidates for the client;

· requesting references and checking the suitability of applicants before submitting their details to 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;

· informing candidates about the results of their interviews;

· negotiating pay and salary rates and finalizing arrangements between client and candidates;

· offering advice to both clients and candidates on pay rates, training and career progression;

· working towards and exceeding targets that may relate to the number of candidates placed, a value to be billed to clients or business leads generated;

· Reviewing recruitment policies to ensure effectiveness of selection techniques and recruitment programmers

DBA Business School (affiliated from MS University) 
           Sr. Counselor ( P.R.O ) 

           Oct 2009 - Jul 2010

             Counselors help people to explore feelings and emotions that are often related to their experiences.   This allows their clients to reflect on what is happening to them and consider alternative ways of doing  things. 

· Counselors work in a confidential setting and listen attentively to their clients. They offer them the time, empathy and respect they need to express their feelings and perhaps understand themselves from a different perspective. The aim is reduce their confusion and enable them to cope with challenges or to make positive changes in their life where necessary.

· Counselors do not give advice, but help clients to make their own choices within the framework of an agreed counseling contract.

· There is also no clear distinction between the terms counseling and psychotherapy, and both can encompass a range of talking the establishing a relationship of trust and respect with clients;

· agreeing a counseling contract to determine what will be covered in sessions (including confidentiality issues);

· encouraging clients to talk about issues they feel they cannot normally share with others;

· actively listening to client concerns and empathizing with their position;

· accepting without bias the issues raised by clients;

· helping clients towards a deeper understanding of their concerns;

· challenging any inconsistencies in what clients say or do;

· helping clients to make decisions and choices regarding possible ways forward;

· referring clients to other sources of help, as appropriate;

· attending supervision and training courses;

· undertaking personal therapy (mandatory for accreditation);

· liaising, as necessary, with other agencies and individuals to help make changes based on the issues raised by clients;

· working to agreed targets in relation to client contact;

· undertaking group as well as individual therapy on occasions;

· Keeping records and using reporting tools. 

· Liasoning
"LIFE PLUS" LIC OF INDIA Corporate Office 
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MANAGER HR AGENCY RECRUITMENT HEAD 

 August 2010 - Feb 2016
The finance sector is a wide and important industry, it is fast-paced, results orientated and very competitive. Financial considerations are at the root of all major business decisions. No matter what financial position your CV is targeting there are certain key points it should always include. It should show your ability to be a asset to any prospective employer by demonstrating key attributes like your ability to increase their profits, reduce costs and improve performance. Remember companies as a whole are interested in people who can:
Working long hours contacting employers and clients and talking to them to gain a better understanding of their requirements and needs. Then building a understanding of their industry and corporate culture and finally scouting for potential employees for their open positions.

· Recruit the advisors
· Involved with the marketing department to devise job adverts.

· Placing adverts in relevant market journals and publications, job boards and local press.

· Making phone calls to candidates who are judged to be eligible.

· Conducting phone interviews with prospective candidates.

· Describing the work duties, salary and benefits of a particular vacancy.

· Doing background checks and verifying the references, work experience and academic qualifications of applicants. 

· Screening, testing and assessing candidates.

· Developing a relationship with interviewees.

· Receiving and reading through the CVs that job seekers have sent in to the recruitment agency.

· Arranging interviews with candidates who have been short listed for a position.

· Drawing up short lists of suitable candidates.

· Involved in negotiating the salary between the client and the candidate. 

· Attending job fairs on the company’s behalf, standing at a staff and talking with graduates and job seekers.

· Attending network events and using marketing to attract suitable and potential candidates.

· Sales and Business Development.

· Training and Development.

· Updating the recruitment agency database with the details of potential candidates. 

· Assisting applicants with their interview techniques.

· Calling up a candidate and informing them if they have been successful or unsuccessful in their application.

· Cold calling companies to generate more business for the recruitment agency.

· Attending meetings with clients at their offices.

· Ensuring the compliance of any temporary worker or contractor placed.

· Giving clients advice and guidance on appropriate pay rates, training and career development.

· Building own database of clients and contacts.

· Conducting the training modules as per the requirement.

· Manage and making the record of all expenses
· Generate the daily basis report of the Employees
· Motivation

· Improve the marketing skills

· Identifying areas of potential efficiency improvements.

· Development of the agents

· Daily basis routine follow-ups

· Attract more clients for their business.

· Demonstrate that they have achieved results in the finance industry.

· Identify ways to cut business costs or overheads.

· Create informative and accurate reports or accounts.

· Analyze financial information and statistics.

· Assists in the training and coaching of junior members of staff.
· Presentation and direct interact with the clients.

· Preparation of various reports for senior managers.
· Conducting regular business reviews of financial performance

· Proactively identifying business improvement opportunities.

· Reconciling petty cash.

Salary entry and reconciliation.

· Preparing sales invoices & the upkeep of an accurate accounts filing system

Resolution of invoice queries including credits.

· Preparation and input of month end journal vouchers.

· Inputting of supplier invoices and employee expense claims to the ledgers

· Daily contact with client staff and other parties.

· Handling the Marketing Team (  strength 500 )

DG Academy Pvt. Ltd.

Laxmi   Nagar

MANAGER

Feb 2016 to Present

· Supervision, motivation and support of staff

· Providing or overseeing successful administrative support and office systems within a complex organization

· Developing and maintaining information systems

· Pro-active, problem solving approach

· Working relationships with a wide range of groups and individuals

· Liaising with the Franchisee of Operations

· Maintaining an overview of activities across the department at all times to ensure effective use of resources

· Sharing information and knowledge and enabling cooperative working dept. seniors

· Developing systems to enable forward planning and cost savings, specifically around communication from Operational Delivery

· Designing and implementing a process for students data

· Office Management

· Responsible of petty cash

· Maintaining the all type of excel of Business Development and office management

· Report making and monitering

· Coordination with the all previous and new franchisee with the policy of maintaining Q/R/C  through mail also

· Design and implement office policies 

· Establish standards and procedures 

· Taking Care of office staff 

· Taking Care of franchisee 

· Monitor and record long distance phone calls 

· Prepare time sheets 

· Control correspondences 

· Review and approve supply requisitions 

· Liaise with other agencies, organizations and groups 

· Update organizational memberships

· Maintain office equipment

· Responsible for convert the lectures systematically

· Answer the  phone (Q/R/C), screen and direct calls with a positive and helpful spirit, 

· Review/respond/redirect  students mails Greet, screen and direct visitors 

· Be a gatekeeper – courteous to each person while protecting staff time

· Manage the phone system, • Distribute daily mail 

· Sign for/accept deliveries and notify recipients of shipments

· Organize supplies

· Make telephone calls for staff as needed

· Making copies, folders, packets, etc. for various classes

· Scan and archive important information 

· Marinating the book records

PROFESSIONAL EXPERIENCE

· Having in depth knowledge of the recruitment industry.

· Experience of filling both temporary and permanent positions.

· Experienced in daily time planning.

· Have a business to business sales background.

· Can produce mail shots and marketing literature to develop business areas.

· Strong track record of customer and applicant control.

· Experience of social media sourcing.

· Extensive knowledge of how businesses work.

· Personal:

· Enjoy working in a highly pressurized with demanding sales environment.

· Excellent interpersonal skills and able to communicate effectively.

· Focused on results and goals orientated.

· Professional, intuitive and analytical in approach to issues and projects.

· Able to run own desk without being micro managed.

· Promoting all available employees through candidate marketing calls.

· Confident and diplomatic when talking to people.

· Quick and efficient.

· Able to motivate and lead others in a project team environment.

· A proactive approach and the ability to work autonomously and as part of a team

KEY COMPETENCIES AND SKILLS
Recruitment

Product and development

Training
Head hunting
Negotiating contracts
Interviewing
Marketing and Development
Positive attitude
Eye for detail
Desire to win
People skills,Ability to sell
Management
ACADEMIC QUALIFICATIONS
Delhi University                                                                      1991 - 1993
BA (Hons.) Sanskrit

K V PS                        

                                                                                                  1989 - 1990
A levels:     
Represented Delhi Coach in Kho-Kho
As a player (State level, national level) also

OTHERS- E.T.T (Elementary Teacher Training)-Y.W.C.A

REFERENCES - Available on request.

