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Seeking assignments in a leading organization, where I can put my best efforts to grow with. 

Synopsis

Proficient in handling multiple tasks and projects simultaneously in challenging environments. A proactive learner with a flair for adopting emerging trends & addressing industry requirements to achieve organizational objectives with profitability norms. An effective communicator with strong analytical, problem solving & organizational abilities.

Academia
· B. Lib. From Rajrishi Tondon Open  University            

· M.A. (Eco.) M.J.P. Rohilkhand University 
· B.Sc from M.J.P. Rohilkhand University 

 Experience
Working with Talent World as Senior Recruiter/ Admin & Maeketing Executive from March 2015 to till Now.

Job Profile

· Handling overall Overseas recruitment life cycle for Reputed & leading Companies engaged    in Education (for Universities of Ministry of Higher Education of KSA ,Construction, Civil ,Mechanical Hospitality Categories for Middle East Countries and IT Categories for India.
· Sourcing candidates of all levels from various sources ( Data bank, Advertisements/ 

· e- Sourcing) Coordinating with the Project Assistants & Supervisors as follows: 

· Checking the availability and interest for relocation forwarding the resumes to the Client as per  

· Salary offered ….in all – Complete coordination from candidate selected till departure.
· As per the job requirements instructing the project assistants for posting job portals on Naukri.Com , Post selection discussion with the candidates negotiations related to salary and other terms & condition of employment, follow up with the candidates , handling their queries on telephone email as well as meeting them in person.

· Maintaining all details of clients their requirements and other related information.

· Schedule the interviews with the Clients.
· Arranging the place for the Interview Venue, transportation for the Client etc.
· Coordinating with foreign delegates for recruitment of manpower supplies.

· Coordinating with the shortlisted candidates and Walk in Candidates at the time of Interview.
· Manage data base.

· Do cold calling and arrange meetings with the HR Manager of Companies (For Domestics recruitment.
· Send E-Mails with our company profile and introduction letters.

· Convince them to take our services for Recruitment.

· Do follow up on daily basis.
Worked with Gulf Associates as an Assistant Manager – Recruitment and Marketing from October 2014 to August 2015. 

Job Profile

· Handling overall Overseas recruitment life cycle for Reputed & leading Construction, Civil ,Mechanical Hospitality Categories for Middle East Countries
· Maintaining all details of clients their requirements and other related information.

· Schedule the interviews with the Clients.
· Arranging the place for the Interview Venue, transportation for the Client etc.
· Coordinating with foreign delegates for recruitment of manpower supplies.

· Coordinating with the shortlisted candidates and Walk in Candidates at the time of Interview.
· Manage data base.

· Do cold calling and arrange meetings with the HR Manager of Companies.

· Send our representative for meetings. 
· Send E-Mails with our company profile and introduction letters.

· Convince them to take our services for Recruitment.

· Do follow up on daily basis.
· Coordinate with the representatives in different countries.
Worked with Delhi Overseas (an ISO certified Overseas Placement Company)  as a Recruitment Coordinator from March 2011 to August 2014. 

Job Profile

· Handling overall Overseas recruitment life cycle for Reputed & leading Companies engaged    in Education (for Universities of Ministry of Higher Education of KSA) Offshore, Onshore ,Oil & Gas ,Petrochemical ,Construction, Civil ,Mechanical Hospitality Categories for Middle East Countries
· Sourcing candidates of all levels from various sources ( Data bank, Advertisements/ 

· e- Sourcing) Coordinating with the Project Assistants & Supervisors as follows: 

· Checking the availability and interest for relocation forwarding the resumes to the Client as per  

· Salary offered ….in all – Complete coordination from candidate selected till departure.

· As per the job requirements instructing the project assistants for posting job portals on Naukri.Com , Post selection discussion with the candidates negotiations related to salary and other terms & condition of employment, follow up with the candidates , handling their queries on telephone email as well as meeting them in person.

· Maintaining all details of clients their requirements and other related information.

· Schedule the interviews with the Clients.
· Arranging the place for the Interview Venue, transportation for the Client etc.
· Coordinating with foreign delegates for recruitment of manpower supplies.

· Coordinating with the shortlisted candidates and Walk in Candidates at the time of Interview.
Worked with Habsons Jobs Up (Overseas Recruitment Company) as a HR Executive/ Receptionist from September 2010 to February 2011.

Job Profile
· Attending Incoming & Outgoing Calls

· Sending Fax - Downloading Daily Internet mail

· Forwarding them to the respective executives

· Maintaining records of Out ward & Inward mail

· Communicating & Directing Visitors to the respective

· Handling the front office

· Maintaining visitor's record on a daily basis

· Day to day administration in the front office

Worked with ServiceMax Facility Management Pvt. Ltd (Noida) as a Sales Executive cum Office Assistant from December 2009 to August 2010.

Job Profile

· Prepare Database

· Building the relationship with corporate client by cold calling and by appointment and conduct meeting and generate the lead.

· Handling EPABX system.

· Responding to incoming and outgoing calls 
· Handling customers and resolving their queries.

· Handling the front office

· Maintaining visitor's record on a daily basis

· Day to day administration in the front office

Worked with Broadway India Ltd (Noida) for six months as an office coordinator/ HR Executive from May 2009 to October 2009.

Job Profile

· Managing all records of all documentation, file materials manage data entry and even                                          set up databases and other relevant data information

· Handling EPABX system.
· Responding to incoming and outgoing calls 

· Keeping a track of incoming and outgoing calls   

· Keeping track of incoming and outgoing couriers

· Maintaining stationary and attendance registers.

· Handling customers and resolving their queries.

· Taking care of all the correspondence
· Maintaining all the office files

· Checking daily mails, purchase entry in Register.

Worked with R.H. International (Export House) for one year and 8 months as a HR Executive/ Receptionist/ Secretary from June 2006 to February 2008.

Job Profile

· Attending Incoming & Outgoing Calls

· Sending Fax - Downloading Daily Internet mail

· Forwarding them to the respective executives

· Maintaining records of Out ward & Inward mail

· Communicating & Directing Visitors to the respective

· Handling the front office

· Maintaining visitor's record on a daily basis

· Day to day administration in the front office

Worked with Adam & Eves Convent Moradabad as a Boarding Teacher from July 2004 to May 2006.

Worked with Crescent Public School as a Nursery Teacher from July 2001 to May 2004
Extra Curricular Activities & Hobbies 

· Listening to music

· Interacting with People

· Internet Surfing

Personal Vitae




: 

Sex                                               :        Female

Marital Status                               
 :        Married
Nationality                                     :        Indian

Languages Known                          :      
English, Hindi, Urdu
Date - 

