ELIZABETH TOMY           


PROFESSIONAL SYNOPSIS
Post Graduate in Management with work experience in Recruitment, Administration & Financial Advisory


OBJECTIVE
Seeking an opportunity to put my education & experience to use and obtain both a challenging and rewarding career.



WORK EXPERIENCE
      HR Officer                                                              Dec 2014 – Sept 2016
      Qatar Building Company                                                     
    Doha,Qatar

·  Accountable for end to end recruitment: Sourcing, Pre-Screen, interview, Shortlist, Identify, background verification, Offer negotiation and Onboarding orientation. 
· Understanding recruitment demands and skill profiles within area of responsibility. 
· Advertise the position clearly with respect to the Job description at the company website as well as other social media networks so that we get high quality /best talent staff required for the position. 
·  Acting as a point of contact for designated candidates for all recruitment related questions and concerns.
· Facilitating recruitment plans and organizes and conduct interviews to achieve required target numbers for volume based recruitment. 
· Monitor the progress of selected candidates & maintain good relationship with candidates by clearing all their queries in the recruitment process. 
· Make sure the selected candidates join within the agreed time frame.
· Keep track of all the employees joined & ongoing for all the departments.
· Coordinate with the PRO for the visa processing & make sure they have all the documents required.

HR Coordinator                                                     July 2012 – July 2014
Cinq Technical Trading W.L.L.                                                Doha, Qatar

Manage the overall recruitment process & day to day HR activities 

Responsible for implementing recruitment life cycle, from sourcing, pre-screening, interviewing, presenting, scheduling, follow ups to closing offers. 

· Conducted preliminary telephonic and personal interviews with candidates to ascertain their competencies, skills and aspirations (positions, salary, relocation aspects etc.) 
· Sourcing and screening resume from Web Portals and internal Job portals & Social Network.
· Inform applicants of job responsibility, compensation & benefits, work schedules & working conditions, company policies, promotional opportunities & other related information. 
· Short listing Candidates based on Personal & Professional Skills 

· Pre interview and post interview follow-up with the candidates. 
· Discussing & Negotiating on Salaries & Benefits as per company’s policy with short listed candidates. 
· Preparing Job offer Letter & Appointment Letters for Selected Candidates. 
· Implements and maintains filing system, both in soft and hard copy. 
· Employee Relations managing absence, grievances, sickness etc. Measure employee satisfaction and identify areas that require improvement 
· Responsible for making arrangement for leave salary, travel tickets, housing allowances, transport allowance and end of service rewards.
· Ensure all record keeping with regards to workman's compensation, health and medical insurance and other government regulations is completed as required. 
· Prepare and submit all relevant HR letters/ documents/ certificates as per the requirement of employees. 
· Maintaining High Level of Confidentiality related to HR Matters.

      Recruitment Assistant   

                                June 2009 – Jan 2010
      Dallah Hospital                                                             Riyadh, Saudi Arabia
· Identified relevant resumes for different Departments.
· Scheduled interviews for the Head Nurses & Doctors of various Departments.

· Responsible for the documentation process of newly employed staff.
· Coordinated with various Departments to make sure all facilities are provided to new staff.
· Handled pre-employment medical checkup.
· Performed Education, Experience & License verification of Medical Staff.
· Conducted Annual, Early & Probationary period evaluations.
· Prepared reports & slide shows within the level of my competence as required by the H.R. Manager.
Relationship Manager   




       June 2008 – Jan 2009
DBS Cholamandalam                                                            Bangalore, India
· Portfolio Analysis – Did an extensive analysis of the positioning, market trends & performance of funds in different categories, based on actual fund facts. 
· Portfolio Review - Reviewed and serviced client portfolios in terms of new additions and regular updates of their portfolio details.
· Market Review – Analyzed and identified market scenarios, emerging trends and investment ideas specific to the investors. Analyzed company research reports to arrive at the best performing funds and stocks.
· Client Acquisition – Educated clients about the market and recommended relevant investments for wealth maximization.
· Client Servicing – Created and managed the portfolio of clients and advised them on a time to time basis about their portfolio performance and revised it on a regular basis.


EDUCATION & PROFESSIONAL DEVELOPMENT
      MBA (IB) in HR & Marketing                                                                                      VIT , Vellore, India
      CGPA - 89 %                                                                                                                               2006 - 2008
      B.Sc ( Computer, Mathematics & Electronics )                                     Christ College, Bangalore, India
      CGPA - 70%                                                                                                                               2003 - 2006
      XII Grade                                                                                                             IIS, Riyadh, Saudi Arabia 
      CGPA - 73%                                                                                                                                          2003
      X Grade                                                                                                                IIS, Riyadh, Saudi Arabia 
      CGPA - 73%                                                                                                                                          2001
SUMMER INTERNSHIP PROJECT_(In partial fulfillment of Masters Degree)

Organization  


: 
DBS Cholamandalam, Bangalore, India
Project title


:
Satisfaction level of Customers

MANAGEMENT RESEARCH PROJECT_(During MBA)
Organization


: 
Spencer’s India Retail Ltd, Kerala, India
Project title


: 
Organizational Study 



OTHER ACHIEVEMENTS AND ACTIVITIES

Academic Achievements

· Was awarded a merit scholarship for excellent academic performance during MBA in the year 07-08’
Co-Curricular activities:

· Advertising, ratifying about flow of funds and coordinating with different universities to organize several of the college’s seminars, fests & events. 

· In a bid to highlight my creativity and passion for art, I represented my university in animation, collage-making and rangoli competitions. 


PERSONAL DETAILS

Date of birth                      

: 10 Sept 1985
Gender




: Female
Nationality



: Indian

Marital status                                     
: Married with 2 children.
Languages Known


: English, Hindi, Malayalam, Tamil.
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