Curriculum Vitae
BALAJI.
                      

             
Email: balaji.344100@2freemail.com 
OBJECTIVE:
Seeking a suitable position in an organization to utilize skills and experience to improve operations, increase profitability, enhance growth and knowledge
EDUCATIONAL QUALIFICATION
· SSLC – Thai Sathya Matriculation School - 2002
· Senior Secondary (Std XII) – Spring Field Matriculation Higher Secondary School - 2004
· B.Sc (H & CM) – Asan Memorial College of Arts & Science - 2007
· M.B.A (H.R) – Pondicherry University - 2011

SKILLS
	· Good communication
	

	· Computer proficient

· Problem solving

· Planning, organizing and prioritizing work
· SAP – Human Capital Management
EMPLOYMENT SUMMARY

An Innovative human resource person with extensive experience and excellent performance in diverse operations. As a generalist gained proficiency  in all aspects of human resource operations from administration to development  and implementation of policies and procedures with responsibility.  

	


PROFESSIONAL EXPERIENCE

Organization: INFUSCO SOLUTIONS (07/01/2008- Till Date) Assistant Manager (TALENT ACQUISITION)
Role & Responsibility:
Responsible for National Recruitments for various sectors (Automobile, Hospitality  Engineering, Manufacturing Units)
· Full recruitment cycle including identifying candidates, phone interviews, technical evaluations, negotiate salary and/or contract rates, preparing resumes, conduct management and peer reference checks, coordinate client interviews, interview preps, post interview feedback, and extending offers as well as discussing counter offers.
· Maintaining and developing strong relationship with the clients, candidates, Resource Managers etc.Negotiating salaries with Candidates.
·  Conducting initial phone interviews with concerned candidates regarding salary and other requirements.
·  To schedule and conduct the HR interviews of the short-listed candidates
·  Preparing monthly and weekly reports of resourcing activities
·  Designing and posting advertisements in Job portals and other related groups.
·  Taking up the preliminary round of interviews.
·  Creating, designing, maintaining and updating of data bank for different category of skilled professionals. Develop continuous pipeline of candidates to provide backup
·  Extensive use of internet recruiting tools like Naukri, Monster, TimesJob etc. 
·  Short listing, Screening and Segregation of profiles to suit the requirements.
·  Interaction with the candidates, briefing them about the requirement and understand their willingness. Maintenance of HR information system like, resource requirements, Interviews Scheduled, selected/rejected candidates.
·  Follow up with candidates regarding offer acceptance and other negotiations. Follow up with the interview panel on a daily basis to know the interview results/status.
ACADEMIC EXPERIENCE

· 4 Months Industrial Exposure Training In “Ambassador Pallava” Chennai

· Project On “Beach Resorts In Kerala”
· Project On “ A study Of Recruitment in Information Technology”
Seminar / Activities
· Participated in various seminars during graduation
· Organized Chinese Theme Lunch

· Organized Chettinadu Food Festival
PERSONAL DETAILS

· Age/Dob

 :      
29 years / 2 August 1986
· Gender 

 :     
Male

· Marital status 

 :    
Single

· Nationality 

 :
Indian

· Date of expiry

 :
25/12/2018 

· Religion 

 :       
Hindu

· Language known 
 :      
Tamil, English, Hindi(Basic)
