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      Email     :  REENA.348490@2freemail.com 

BRIEF OVERVIEW:





· Strong experience of handling, managing in the arena of customer service with the BPO industry.

· Effectively handled all assigned responsibilities to deliver positive results.

· Instrumental in implementing various new strategies to increase productivity and customer satisfaction.

· Good leader with an ability to adapt to changing work environs.

· Closely monitoring early attrition reasons and creating right profile to hire a stable candidate.
PERSONAL INFORMATION:
Nationality 
:   Indian

Date of Birth
:   15/02/1982

Gender
              :   Female

Marital status     :  Married

Visa status          :  Visit Visa (Expires on 06th May’2017)
EDUCATIONAL QUALIFICATION:
UnderGraduate ( B.Com ), Mumbai University
ADDITIONAL QUALIFICATION:
Computer Knowledge, Internet Knowledge, MS –Office/Word/Excel.
LANGUAGES KNOWN:
English, Hindi and Marathi

STRENGHTS:
Quick Learner, Disciplined and Punctual
PROFESSIONAL EXPERIENCE:
(1)  Company     : Achievers Zone Pvt Ltd. Or Viztar International – CBD Belapur, Navi Mumbai.
       Designation: Sr. HR & Admin Executive
       Tenure         : August 2014 – January 2017 
       Key Responsibilities:
· Guiding and managing the overall Human Resource services: recruitment, selection, placement, manpower planning and staffing in accordance proposed company activities.

· Conducting  Joining & Induction

· Preparing & Maintaining BPO agents Attendance Report on monthly Basis.

· Preparing Monthly MIS Reports of the selected & joined candidates.

· Co-ordinating with Vendors for giving line-ups on daily basis

· Holds a good experience in handling all the admin related work and solving any issues for the same, organizing events at BPO office.

(2)  Company     : Techno Solutions – Vashi, Navi Mumbai 
       Designation : Team Leader – HR (Recruitment)
       Tenure         : February 2013 – December 2013 
       Key Responsibilities:
· Guiding and managing the overall provision of Recruitment services: recruitment,   selection, co-ordination with the client of Domestic & International Bpo’s.

· Ensuring ontime hiring and 100% fulfilment.

· Handling a Team size of 8 recruiters.

· Providing database to recruiters through portals & References.

· Tracking monthly attendance of all recruiters.

· Tracking Monthly Performance of the recruiters.

· Preparing Monthly MIS Reports of the selected & joined candidates.

(3)  Company     : Reliable Business Solutions & Services Pvt. Ltd. – Airoli, Navi Mumbai 
       Designation : Sr. HR Executive
       Tenure         : June 2011 – October 2012 
       Key Responsibilities:
· Guiding and managing the overall provision of Human Resource services: recruitment, selection, placement, manpower planning and staffing in accordance proposed company activities.

· Ensuring ontime hiring and 100% fulfilment.

· Closely mentoring & analyzing early attrition reasons for each batch, then profiling to hire agents to avoid early attrition.

· Monitoring end to end internal job posting activities by driving it aggressively on business floors 

· Actively involved in conducting employee satisfaction survey through frequent meetings with new hire, one on one interviews with new employees.

· Organizing a panel for selecting suitable candidates and conducting standardized interviews after assessing the company's future staffing requirements over the short, medium and long-term.

· Providing strong leadership and effective management to encourage cooperation and teamwork, maintaining staff morale at a high level with a sense of allegiance to the company.

· Conducting Induction

· Employee grievances, Skips & retention of employees

· Conducting Employee engagement activities on floor on regular basis

· IJPs

(4)  Company     : Career Seekers Cum Hi –Tech Technologies – Vashi / Thane, Navi Mumbai 
       Designation : Sr. HR Executive
       Tenure          : May 2005 – May 2009 
       Key Responsibilities:
· Guiding and managing the overall provision of Recruitment services: recruitment, selection, co-ordination with the client of Domestic & International Bpo’s.
· Handling a Team size of 8 recruiters.

· Providing database to recruiters through portals & References.

· Tracking monthly attendance of all recruiters.

· Tracking Monthly Performance of the recruiters.

· Preparing Monthly MIS Reports of the selected & joined candidates.
(5)  Company     : Synergy Relationship Management Services Pvt.Ltd – Dadar, Mumbai 
       Designation : Recruitment Co-Ordinator cum Executive
       Tenure          : November 2002 – May 2005 
       Key Responsibilities:
· Ensuring ontime hiring and 100% fulfilment.

· Handling only one major Client - Reliance BPO.

· Create a database to meet future requirements. Create a resume pool from various sources

· Source the resumes from job portals Schedule candidates for interviews Maintain MIS of sourcing

· Preparing Monthly MIS Reports of the selected & joined candidates.

· Done direct co-ordination with the client. Attended outstation drives with the client of Reliance (outstations like - Delhi, Chandigarh, Ludhiana, and Gujarat)

(6)  Company     : Reliance Infocomm – Koper Kharine, Navi Mumbai
       Designation : Customer Service Executive
       Tenure         : June 2002 – November 2002 
       Key Responsibilities:
· Handling incoming calls of around 120 calls per day.

· It was on a contract of 6 months on off roll.

· Solving customers problems or queries

HOBBIES:
Listening to Music, Cooking.
I hope my experience & professional skills may be an asset for your organization, now I seek for a personal interview with you regarding the same.

*References and letters of recommendation available on request


Date:                                                                                                                           ___________________

Place:  
