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HR Professional with 5+Years ofExperience

Juned

Abu Dhabi, United Arab Emirates

Nationality – Indian 

DOB - 20/02/1986







C/o-Contact: 971-504753686

juned.377874@2freemail.com 










Synopsis 
HR Recruiter having more than 4 years of experience, broad knowledge of HR principles and services. Exceptional proficiency in Recruitment, Selection, and Effective at building relationships with employees and managers at all levels within an organization to support the business strategy, resolve communications issues and motivate individuals to optimal performance. 
Education 
MBA in Human Resources Management 

HR Skills 

	· Staff Recruitment & Retention

· HR Policies & Procedures

· Employee Counselling
· Business Communication


	· Employee Services

· HR Audit

· Payroll Processing

· Grievance Handling
	· HRIS Technologies

· Vendor Management
· Performance Management




Work Experience: -





Applied Career Enhancement
Jan-2016 to Dec-2017
H.R recruiter “Central India”

Responsibilities: -
· Coordination of entire recruiting and selection process from end to end with extensive process management sourcing, interviewing and selection skill.
· Identify potential candidates suitable for the desired position, network with existing candidate pool, actively source referrals, and follow through with leads to recruit top talent from competing firms/targeted firms
· Evaluate the effectiveness of various recruiting techniques and sources for all types of job applicants.

· Performing file audits to ensure that all required employee documentation is collected and maintained
· Build networks to find qualified passive candidates.
· Proficient in sourcing prospects from job portals, reference mapping, head hunting.
· Screening and short-listing resumes based on specific criteria, skills, platforms, qualifications and relevant experience.
· Completing termination paperwork 
· Managing end to end Recruitment for Clients.                                                                                           

· Hiring for Direct US Clients to meet their requirements.

· Worked with both IT/ Non -IT Requirements.

· Headhunting identifying and approaching suitable candidates  

· Skilled in Resume formatting according to client’s requirement

· Good in qualifying the candidates according to clients need.

· Follow-up with the candidates till the recruitment process.

· Worked for Pharmacy, Health Care, IT, Networking, Manufacturing Industries Clients.

Reliable Consulting
Aug 2014 – Dec 2016
H.R recruiter & MIS coordinator




Responsibilities

· MIS preparation and analysis data
· Performing Reference and background checks.
· Worked with Recruitment managers and created ‘welcome’ email announcements for new hired employees.
· Advertising vacancies by drafting and placing adverts in Job portal. 

· Using social media to advertise positions.  

· Headhunting identifying and approaching suitable candidates 

· Using candidate databases to match the suitable candidates for the suitable position 

· Receiving and reviewing applications, managing interviews, tests and short-listing candidates 

· Requesting references and verifying the information of candidates 

· Briefing the candidate about the company’s profile, his/her responsibilities and salary Managing 

· General Office Administration

Sapphire Hr Solution


Jan 2012 – Jun 2014


H.R recruiter & Business Development Executive.
Responsibilities 

· Handling the selection procedure like Scheduling and conducting interview 

· Induction of Employees with Company’s SOP 

· Maintaining Time and Leave Records of employees 

· Employee Engagement 

· MIS preparation and analysis 

· For better Office Management filing each record in system and Manual (Personal Dossiers, ID, Uniform, Grooming Exception Slip. 

· Understand the Job description & Available the suitable candidate. 

· Arrange the meeting from different companies & to make them our client.  

Achievements: 

· Participate in National Cricket organized by Kendriya Vidhyalaya Sangathan. 

· Selected for “SGFI” sports games federation of India. 

Computer Skills

MS Office 2010, 2013, excellent hand on MIS reporting.
Languages
· Fluent in English 
· Fluent in Hindi 
· Urdu (Mother tongue)  
Other Interests

· Psychology

· Human Behaviour
· Global News and Economy.

