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NAZEEN 

Dubai
United Arab Emirates
OBJECTIVE

           Strive for excellence by overcoming challenges and grow as professional acquiring new skills with broader strategic vision thus mutually benefiting the organization and also myself. 

PROFESSIONAL EXPERIENCE
REACH EMPLOYMENT SERVICES
Recruitment Consultant  (Government & Semi Government Organizations)                                           (June 2015 – May 2016)

Responsibilities:-
· Providing a vital link between clients and candidates. 

· Providing Recruitment solutions for government organizations.
· Using sales, business development, marketing techniques and networking to attract business from client companies;

· Visiting clients to build and develop relationships;

· Developing a good understanding of client companies, their industry, what they do, plus their work culture and environment;

· Advertising vacancies by drafting and placing adverts in a range of media, for example newspapers, websites, magazines;

· Using social media to advertise positions, attract candidates and build relationships with candidates and employers;

· Headhunting - identifying and approaching suitable candidates who may already be in work;

· Using candidate databases to match the right person to the client's vacancy;

· Receiving and reviewing applications, managing interviews and tests and creating a shortlist of candidates for the client;
· Conducting the first round of interview with the candidates to understand their attitude, skills & gather all relevant information.
· 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 regarding of suitable applicants;

· Organising interviews for candidates as requested by the client;

· Informing candidates about the results of their interviews;

· Negotiating pay and salary rates and finalising arrangements between client and candidates;

· Offering advice to both clients and candidates on pay rates, training and career progression.
TRUEBELL MARKETING & TRADING L.L.C 
Recruitment Officer

(April 2010 – till July 2011)
Responsibilities:

· Handling the recruitment requirement of the organization
· Sourcing & screening the right candidates

· Conducting telephonic & face to face interviews

· Issuing the offer letter & coordinating the visa procedures
Zenith Management Consultancy
Recruitment Specialist



(Sept 2009 – Dec2009)
Responsibilities:

· Business Development and marketing techniques in order to attract business from client companies.
·  Building relationships with clients and developing a good understanding of what client companies do and their work culture through business meetings.
· Advertising vacancies appropriately by drafting and placing adverts using a wide range of media (e.g. newspapers, websites, magazines).
· Source applicants that meet the specified criteria for the position from a variety of locations, both locally and region-wide through websites, headhunting and by reviewing applications.
· Screening the candidates by conducting competency based telephonic interviews and short listing the efficient candidates.
· Checking references, educational certificates and visa status prior to referral to employers for interview. 
· Preparing the synopsis of suitable candidates and forwarding the same to the clients.
· Arranging interviews for the right candidates with the clients.
· Informing candidates about the results of their interviews and preparing letters of appointment.
·  Negotiating pay and salary rates and finalizing arrangements between client and candidates
KEY SKILLS AND MANAGEMENT:
· Great knowledge of office automation software processing    procedures and function keys to execute basic office    automation functions.

· In-depth knowledge of bid and proposal preparation and IMPEX regulations.

· Strong ability to compile information and records to draw up    purchase orders for procurement of materials and services

· Result and target oriented and able to work in stringent deadlines.

· Excellent team player with quality leadership skills.
· Good presentation  and negotiation skills
· Excellent inter-personal skills.

IT SKILLS:

Well versed with MS Office tools, Internet Applications and Windows
EDUCATION
· Masters in International Business (MIB) from GRD School of Commerce and International Business under Bharathiyar University (2009) 

· Bachelor of Commerce (BCom), from Farook College, under Calicut University, in (2007) 
PERSONAL DOSSIER
Date of Birth
:
4th December 1986

Nationality
           :
Indian

Visa Status

: 
Residency Visa (Transferable) 

Marital Status
: 
Married

Linguistic Skills
:          English, Hindi (Read, Write, Speak)




            Malayalam, Arabic (Read, Write) 
Driving License
:           Yes
Email: � HYPERLINK "mailto:NAZEEN.348620@2freemail.com" �NAZEEN.348620@2freemail.com� 


                











