Gunel 
Gunnel.356952@2freemail.com
Education

2012 - Khazar University – Human Resource Management

2009 - Azerbaijan State Oil Academy in cooperation with Georgia State University (Atlanta, USA) – MBA (Operations Management)
2006 - Azerbaijan University of Languages - Philology

Professional Experience
06.2011 – up to date: HCB (Baku, Azerbaijan)

Recruitment Company
Senior Recruiting Specialist
· Giving the information about services of company and conclusion of agreements


· Leverage online recruiting resources to identify and recruit the best candidates (using of social networks, linkedin.com and other recruitment sites)
· Recruitment, (placing vacancies, CV selection, conducting interviews with using various methods, including business cases)
· Personally recruiting for Management positions

· Recruitment for expats

· Designing and managing the selection process

· Producing monthly reports;

· Automation/Integration of Database
01.2011 – 05.2011: BizKor (Moscow, Russia)

Recruitment Company
HR manager
· Leverage online recruiting resources to identify and recruit the best candidates (using of social networks, linkedin.com, hh.ru and other recruitment sites)

· Recruitment, placement and outplacement of personnel(placing vacancies, CV selection, conducting interviews with using various methods, including business cases, all paperwork for hiring, promoting, transferring and terminating employees of the Client)

· Maintaining applicant files, including resumes, contracts, appraisal, personnel action forms, complaints records
· Designing and managing the selection process
· Searching of client, conducting of negotiations with employer, conducting of contract with employer.
12.2009 – 10.2010: Atropatena (Baku, Azerbaijan)
Distributing company (Henkel, Reckitt Benckiser, Schwarzkopf, DANONE etc.)

HR Specialist

· Assisting the coordination of HR activities within company and the dairy plant.

· Preparation of employment contracts 

· Preparation of orders, instructions and references

· Coordinates recording and filling information such as pay scales, absences, sick leave     and vacation.

· Preparation of schedule of vacations

· Calculation  of vacation, sick leaves in  accordance  with  legislation, filling  and recording  of  Labor  books , calculation  of  employee  experience, compose, revise  and updating  staff list

· Preparation and updating the job descriptions.

· Updating database of employees on Netsis, employee personnel files, HR folders

· Conducting employee orientation programs like introducing personnel, employment  benefits, assisting in filling of enrollment forms.

· Assisting in planning and organizing of events and programs for employee

· Making all arrangements of recruitment process.

· Posting vacancies on web sites co-operate with recruitment agencies.

· Developing and maintaining relationship with employment agencies

· Searching, finding and interviewing of candidates, generally, conducting of phone interviews.


· Coordination of employee training related to human resources management functions and enhancing their skills and abilities. 

· Finding, negotiating and following-up the trainee consultants.
02.2009 – 11.2009: Anglo – American RS (Baku, Azerbaijan)
Recruitment Company
HR specialist and Data Base administrator

· Recruitment, placement and outplacement of personnel(placing vacancies, CV selection, conducting interviews with using various methods)

· Maintaining applicant files, including resumes, contracts, appraisal, personnel action forms, updating applicant files and documents on a special applicants tracking database allowing all forms of reporting to company management

· HR  database maintenance
09.2008 – 02.2009: Anglo – American RS (Baku, Azerbaijan)

Recruitment Company
HR training coordinator

· Conducting HR and office works trainings. 
· Assisting HR team in recruitment.

06.2008 – 09.2008: Anglo – American RS (Baku, Azerbaijan)

 Recruitment Company
 Reception
· Answering on phone calls, making registration of received and sent faxes, letters, mails, transmittals, documents, typing documents and letters. 

02.2008 – 06.2008: Iteca Caspian (Baku, Azerbaijan)
Interviewer and database operator
· Conducting interview with participants and visitors during exhibitions.
· Calling to different companies and gathering of information for database.
09.2006 – 09.2007: School

English Teacher

· Teaching English grammar and conversation
· Organizing open lessons, team events, etc.

Languages:
Azerbaijani: fluent
Russian: fluent
English: fluent
Turkish: good
Miscellaneous:
· Computer skills: MS Office, MS Outlook, Internet Explorer, BAT, Netsis
· Qualities and skills: excellent people management, pronounced leadership, ability to solve problems in a calm and creative way, outstanding communication, negotiation and influencing skills, cool and purposeful approach to issues
Activities:
12.2014 – HR Academy (Performance Management, Engagement, Talent Management) (Baku, Azerbaijan)

06.2011 - Webinar: Selection of the personnel by a principle of «Life Tree»

05.2011 - Webinar: "100 ways of non financial motivation of employees”

05.2011 - Webinar: The corporate time management. Gleb Arhangelsky

04.2011 - Webinar: How to become an effective HR 

04.2011 - Webinar: Using of tests of abilities in personnel selection 

02.2010 - Performance (KPI, 360 degree), (Istanbul, Turkey)

04.2010 - Interview (Baku, Azerbaijan)

04.2010 - Leadership (Baku, Azerbaijan)

08.2008 - HR training (The Labour Code of AR), (Baku, Azerbaijan)
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