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Curriculum Vitae
Suzanna           Email Id: Suzanna.339539@2freemail.com 
Objective: I feel that the most important step in any major accomplishment is setting a specific goal. This enables you to keep your mind focused on your goal and off the many obstacles that will arise when you’re striving to do your best.
Qualification:

· “Bachelors of Commerce” from Mumbai University (2005).

· “IATA” from International Air Fare Desk and IATA/ UFTAA Foundation and EBT course (2006).

· “MS Office” from APTECH Computer Education (2003).
Expertise:
· Expertise in IT, Telecom, Retail, BFSI, Real Estate, Logistics and Supply Chain, HR, Sales, Legal, Admin, Secretarial, Oil and Gas, Engineering recruitment.
· Handled 360 degree Recruitment process and expertise in resourcing and managing candidates.
· Talent Acquisition.
· Knowledge of UAE Labour Laws. 
· HR Consulting
· Key Account Management.

· Client Relationship Management.

1) Experis Manpower Group (Dec 2013 – Sep 2016)

Job Title: Recruitment Resourcer - ICT  
Responsibilities:
· Ensure all client roles are suitably matched with appropriate candidates and filled in line with client expectations and contractual requirements.

· Maintain regular contact with candidates who have been interviewed and awaiting placement.
· Ensure Candidate Care and post-placement services are conducted and held in a highly professional manner.
· Proactively attract candidates through appropriate advertising mediums ensuring that a pool of suitable candidates is continuously built and maintained.
· Headhunting - identifying and approaching suitable candidates who may already be in work.
· Undertake thorough behavioral competency based interviews and assess candidates where applicable.
· Complete detailed reference checks.
· Professionally present a candidate shortlisted to the client with complete profile assessment of the candidate.
· Develop tailored relationships with professional candidates by using influencing and coaching skills and acting as a trusted partner in their career path development.
· Ensure that all process and services delivered to candidates comply with contractual and legislative requirements.
· Ensure that all process and services delivered to candidates comply with the Company’s policies and guidelines.
· Keep up to date with all internal changes in processes policies and procedures.
· Update and maintain database to ensure accurate and current candidate information and record all correspondence with candidates.

· Undertake Face to Face Interviews.
· Maintain accurate and high standard reports with documents organized and accessible at all times.
· Advertising vacancies through various job portals.

· Lead generation.

2) JOBTRACK Management Services (July 2012 – Dec 2013) 
Job Title: Recruitment Consultant 

     
Responsibilities:  
· Client Key Account Management. 
· Using sales, business development, marketing techniques and networking in order to attract business from client companies. 

· Advertising vacancies appropriately by drafting and placing advertisements via newspapers, websites, magazines and job portals.
· Working towards targets that may relate to the number of candidates placed, a value to be billed to clients or business leads generated.
· Liaising and networking with a range of stakeholders including customers, colleagues, suppliers and partner organisations.

· Communicating with target audiences and managing customer relationships.
· Conducting market research such as customer questionnaires and focus groups.

· Managing budgets.
· Headhunting - identifying and approaching suitable candidates who may already be in work.
· Using candidate databases to find the right person for the client’s vacancy.
· Receiving and reviewing applications, managing interviews and shortlisting candidates.
· 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.
· Reviewing recruitment policies to ensure effectiveness of selection techniques and recruitment programs.
· Giving on job training to subordinates and colleagues.
2) EDENRED India Pvt. Ltd (Part of Accor Group) (Aug 2008 to Jan 2011) 

     Job Title: Client Relationship Manager

             Responsibilities:
· Client Key Account Management. 
· Maintaining and expanding relationships with strategically important large customers.

· Handled the top portfolio with the company & Optimizing and expanding the existing portfolio.
· Handled Public Sector and Multinational companies 

· Representing the entire range of company products and services to assigned customers, while leading the customer account planning cycle and ensuring assigned customers’ needs and expectations are met by the company.
· Leads solution development efforts that best address customer needs.

· Preparing and delivering effective selling presentations 
· Assessing, clarifying, and validating customer needs on an ongoing basis.
· Ensured the timely and successful delivery of solutions according to customer needs and objectives.
· Recovering the debts from the clients.
· Keeping the clients updated with the new company policies and products.
· Worked closely with Customer Service Team to ensure customer satisfaction and problem resolution.
· Participating in evolution of new products in the market by giving my views and suggestions to the marketing dept.

· Giving on job training to subordinates and colleagues.
3)  J P Morgan Chase (Feb 2007 to Jul 2008)

     Job Title: Team Member in CCS Dept

             Responsibilities:

· First point of contact to the customer, activate the customer’s credit card.
· Helping the client understand his/ her spending pattern and interest rates on their credit cards and loans.

· Suggest the customer options available with the bank to pay off the debts and reduce their interest rates.

· Cross sell security programs to the customer to protect his/ her identity from identity theft as well as help them during any emergency. (Terms and conditions apply).
· Cross sell Security program which will give them some relief in paying their debts off during any personal emergency or natural calamity etc. (Terms and conditions apply).
· Train and help the new members of the team understand the process and give them on job training.

· Striving to achieve 100% CSAT from the customers.
· Dealt with US based customers.
         4)  3 Global Services Pvt Ltd (May 2004 to Oct 2006)
               Job Title: Lead Advisor 
              Responsibilities:

· Handle the customer service as well as technical support for a UK based network called 3G.
· Dealt with UK and Ireland based customers.
· Upgrade the customers to a new contract as and when their contract expires.
· Updated and helped customers with new offers and services provided by the company.
· Helped managers in MIS reports.

· Trained and took on job training of new collogues that join in.

· Took care of technical issues with handset and network problems faced by the customer (Took an appropriate training for the same).
PERSONAL DETAILS
Date of Birth: 
20 December 1984

        Languages Known: 
English, Hindi and Marathi
        Visa Status: 

Residence Visa (Husbands Sponsorship)

        Date:











