ROXANA 
ROXANA.331364@2freemail.com 

CAREER OBJECTIVE
Experienced IT Recruiter looking for suitable opportunities in Recruitment, but not limited to, administration, human resources, accounting, IT. 

CORE COMPETENCIES
Warm/Cold Calling, Talent Acquisition, Placement, Account Development/ Management     
Recruiting/Sourcing    Interviewing and Screening   
Prospecting/ Client Cultivation   Direct Mail Marketing           
HIGHLIGHTED CAREER ACHIEVEMENTS
Revenue Generation – Closed job position with FXCM, State of New York, Labcorp , State Governemment of Oregon, ADP.
EXPERIENCE OVERVIEW
Compunnel Software Group, Inc. Senior Technical Recruiter, Plainsboro, New Jersey, USA. 
November 2011 – Current. Remote based Consultant
Responsibilities included but not limited to:
· Oversee the Sourcing, screening, submission, interview, and offers of employment for various positions - contract, contract to hire, direct hire and external hires in the organization for its clients.
· Conducted phone interviews to assess professionalism, communication and technical skills.
· Full lifecycle Consultant Management including identification, interview preparation and consultant on boarding. 

· Worked with Account Managers and Clients providing qualified candidates for all their requirements. 
· Formatted and Built-Out resumes.
· Submitted qualified candidates directly to client site hiring manager or through Vendor Management System systems, including full interview write up of qualifications.
· Consulted candidates on proper interview tactics and resume updates experience.
· Developed a database of top-notch candidates, from Senior Engineers to Project Managers and VPs in all areas like IT, Healthcare, Hardware, Software industry.
· Marketed company’s bench candidates via headhunting, Internet sourcing, networking, and other various means.
· Staffing Java Developers, Project Managers, Database Administrators, QA Engineers, Application Engineers, DB2 DBA, Customer Service Representatives, Product Managers, iOS Developers and Mobile developers and etc.
· Worked with clients such as ADP, Nike, Fidelity, State of New York, State of Oregon, NYSE, Adobe, LabCorp and Cisco Systems.
· Utilize tools such as LinkedIn, Dice, Monster, Bullhorn, Craigslist, Facebook, and Internet, to find and source through candidates.
· Calling, sending out 50+ emails on a daily basis to candidates.
Convergys - Customer Service and Problem Resolution Representative, Salt Lake City, Utah, USA. 
July 2010 – February 2011 
Responsibilities included, but were not limited to:
· Greet customers in a courteous, friendly, and professional manner using agreed upon procedures for Chrysler Automobiles Group.
· Documentation of customer queries, probe for and confirm understanding of requirements or problem. Meet customer requirements through first contact resolution.
· Communicate effectively with individuals/teams in the program to ensure high quality and timely expedition of customer requests.
· Offer solutions to issues that were often non-standard/non-routine and required some clarification.
LINCOLN UNIVERSITY - Admissions Assistant, Oakland, California, USA. 
March 2009 – May 2010
Responsibilties included, but were not limited to:
· Student queries and registration of  new students into respected chosen field of study.
· Data entry
· Maintaining student file records and updates
· Other office related work

TITLE NINE - Customer Service Representative, Emeryville, Caifornia, USA. 
July 2008 –November 2008
Responsibilities included, but were not limited to:
· Answering inbound customer calls to place orders
· Recommending customers products based on product knowledge  
· Assisting with customers needs
· Sale of products
· Order entry, maintenance of customer accounts
· Increase sales by mailing existing, new customers mails, catalogues   
· Process returns.
SEARS, ROEBUCK AND CO. - Sales Associate, Oakland, California, USA.
May 2008 – July 2008
Responsibilities included, but were not limited to:
· Product and Business Marketing Sales Associate
· Using my strong people skills including interacting with and providing customer care 
· Understanding the concept of Sales Marketing 
· Handling extensive retail billing transactions on a daily basis 
· Working with Billing software and other sales-related software management tools 
· Responsible for the safe, reliable and environmentally sound maintenance of high-value goods and equipment 
· Ensuring reliable, safe, efficient and cost effective equipment maintenance management 
· Developing relationships and growing them into clients 
ALCON INTERNATIONAL (Airline Ticketing Agency) – Ticketing Associate – May 2006 – August 2006, Panjim – Goa, India

Completed an internship in Travel and Ticketing.

GE CAPITAL INTERNATIONAL SERVICES – Senior Process Associate 
Customer Service,Hyderabad, India. 
September 2003 – October 2005
Responsibilities included, but were not limited to:
· Answer inbound customer calls
· Verify Customers Dental Insurance coverage
· Settlement of Insurance claims.
· Documentation of call related queries and complaints on Insurance system, providing coverage information and forwarding of issues to relevant department for further resoulution and final settlement.
ACADEMIC QUALIFICATIONS
· MBA (GENERAL BUSINESS) – Lincoln University, Oakland, California, USA (March 2008 – May 2010)
· Bachelors in Computer Applications (BCA) – Rosary College of Arts and Commerce, Goa, India (July 2000 – May 2003)
ADDITIONAL QUALIFICATIONS
· Diploma in International Airline & Travel Management  (September 2005 - May 2006) – Goa, India
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