 Poonam 
 Poonam.347218@2freemail.com 
 
To grow in Human Resource function by taking up challenging assignments under various verticals and contribute towards the growth of the organization through my domain knowledge and people skills.
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PROFESSIONAL EXPERIENCE

Tech-Pro Pvt Ltd | Tech-Pro is an information technology solutions company known for helping its clients achieve their business objectives. Global in scope, provides experienced information technology and engineering professionals at the right time and the right place to meet our clients’ mission-critical technology needs. Headquartered in the Twin Cities (Minneapolis and St. Paul, Minnesota)

Recruitment, staffing & hiring for big Indian corporations & MNCs, for the last 25 years
Role: Recruitment Executive (September 2015 – December 2016)
Taking Care of the entire HR requirement (Mid Level Hiring / Sr. Level Hiring) for our clients across India
Job Profile
· In charge of the Full Life Cycle Recruiting Process.

· Sourcing candidates for the requirements through job portals, references / networking, and existing database.

· Conducting preliminary HR assessments to check their communication skills, technical skills, and stability.

· Screening, short listing and conducting preliminary interview (Candidate Assessment) prior sending it to the client.                                            

· Advertising vacancies appropriately by drafting and placing adverts in a Job Portal.

· Briefing the candidate about the responsibilities, salary and benefits of the job.

· Interviewing, negotiating compensation, closing the role and finally presenting offers.

· Handling positions from Entry Level to Senior Level.

· Handling Pan India Hiring. 

· Achievement of targets.       

· Ensuring quality of hires.

· Strengthening relations with candidates and clients.

· Tracking and minimizing drop out ratio.

· Following up with candidates (Post joining and Pre joining)
.
· Maintaining database in the form of MIS.

· Maintaining Interview Status & Daily MIS.
Visioncraft Consulting

Role: HR Consultant (February 2015 – August 2015)
Job Profile

· Screening and short listing resumes for required job profile, communicating with short listed candidates through telephone
· Search for candidates on various search engine like Naukri, Times, Monster
· Optimum utilization of database/web/jobsites/reference and sending bulk mail on job sites
· Explaining the process and procedure of interview
· Coordinating interviews with different clients of different companies
· Maintaining Database for current and future requirements
· Following up with prospective candidates until they complete all the rounds of the interview
· Responsible for preparing MIS Reports for the organization
[image: image2.png]



EDUCATIONAL QUALIFICATIONS
· MBA in HR + Marketing from Uttarakhand Technical University.
· B.Tech in Electrical and Electronics from Gautam Buddh Technical University.

· 12th from Kendriya Vidyalaya Air force Bareilly.

· 10th from Kendriya Vidyalaya Air force Bareilly.
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  STRENGTH
· Ability to manage and priorities multiple duties simultaneously.

· Can work efficiently under immense pressure.

· Meet strict deadlines and quick learner.

· Willing to shoulder responsibility.
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KEY ACHIEVEMENTS

· Won best performer title in Tech Pro.
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PERSONAL DOSSIER

Date of Birth

:
7th Feb, 1990
Marital Status
:
Single
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