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HR Executive
Professional Experience

Amtex Info Solutions Private Limited


 
20th Sep 2013 – 25th Dec 2016
HR Executive, Chennai, India

Assisting in all stages of the recruitment cycle, from responding to enquiries, arranging interviews, completing job offer paperwork and supporting successful staff induction.

· Sourcing Candidates profile through portals like Naukri, Monster, Shine, Time Jobs etc. 

· And screening the qualified candidates through the portals based on job requirement.

· Executing company-wide HR initiatives.  

· Implementing talent acquisition strategies.  

· Initial Phone screening to check the candidate’s actual fit to the Job description or specification.
· Interviewing the candidates

· Writing individual non-standard letters and emails to employees.  

· Ensuring that all company HR processes and procedures are properly followed.  


Pelatis Rigas







21st May 2011 – 12th Sep 2013
Talent Acquisition Executive, Chennai, India
· Sourcing Candidates profile through portals like Nakuri, Monster, Shine, Time Jobs etc. 
· And screening the qualified candidates through the portals based on job requirement.
· Initial Phone screening to check the candidate’s actual fitness towards the Job description or specification.

· Interview scheduling with the client via In-Person/Telephonic/Skype Round based on the client preference.

· Placing the shortlisted candidates.

Academic Qualification
Master of Business Administration (M.B.A.) 



June 2009 - April 2011 
Specialized in Human Resource with CGPA 7.6 from Anna University, Chennai, India
Bachelor of Business Administration (B.B.A) 



June 2006 - April 2009 
With CGPA 6.2 from Alagappa University, Karaikudi, India.
Projects Done

Mini Project: Customer Satisfaction among “Cellone customers”
Company: Bharat Sanchar Nigam Limited (BSNL), Karaikudi, India.
Description: Evaluation of satisfaction level for Cellone brand customers.
Main Project: Performance Evaluation of BSNL Employees
Company: Bharat Sanchar Nigam Limited (BSNL), Karaikudi, India.
Description: Performance Evaluation of BSNL employees.

Key Skills & Competencies
· Excellent organizational and administrative skills. 

· A positive and enthusiastic attitude with the ability to self-motivate.   

· Proficient in using Microsoft Office applications.  

· Can co-ordinate a wide range of activities at any one time.  Good Verbal/written communication skills
· Easily adaptive to the changing circumstances

Language Proficiency

Read, Speak and Write: English & Tamil 

My Priority, Wishes & Endeavor are to fulfill the task assigned to me and keep aloft the aim of the company
Sincerely, 

A graduate calibre Human Resources Executive who has extensive knowledge of recruitment selection, talent acquisition and administration processes.








