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Arokia 
Um Al Quwain

Arokia.380349@2freemail.com 
10 years of experience as HR (Generalist, Coordinator, Recruitment, Admin)
                   SUMMARY

Results-oriented Talent Manager and Recruiter with 5+ years experience in talent acquisition across a broad range of industries. Success in leading effective strategies to improve recruitment and retention, foster relationships with educational partners, and create new recruitment pipelines. Seeking to leverage background and experience to take next career step in HR Profession with a highly respected organization focused on creating strong internal teams.
PROFESSIONAL EXPERIENCE

ManpowerGroup Services India Pvt. Ltd., Chennai. as Consultant Talent Acquisition  Since Oct 2015 to till date
(Deputed at Client Location Ahlers India Pvt. Ltd., as HR Generalist, from Oct 2015 – Sept 2016)

· As HR Generalist with Ahlers India (an European based Freight Forwarding MNC), reported to Managing Director India. Handled Recruitment, Administration, Employee Joining and Exit Formalities, House Keeping, Vendor Management, HRMIS, On-boarding of  employees, Induction for New Jonnies, Employee Personal File Maintenance, Flight Booking, Hotel Booking for Employees an senior management team, Training Coordination, Employee Engagement activities. Filled  90% of open positions and appreciated by MD of Ahlers. 
· Personable HR professional versed in recruiting top employees.
· Facilitate full-cycle recruitment process across all business lines and source candidates through proven recruitment channels.
· Developed and implemented improved recruitment metrics to enhance metrics reporting.

· Interfaced with clients requiring staffing services to determine number of hires, salary, positions, and job descriptions for short-term and long-term temporary employees.

· Utilize social networks, Job portals like Naukri.com, Monster, Shine.com, ineed.com, Read.co.uk, ziprecruiter to find qualified candidates as per requirement.
· Working closely with Top management team to identify right candidates

· Handling key accounts for Manufacturing, Engineering Services, Banking & Financial, Logistics and Shipping Industry.
· Signed New Clients and supporting the Business in growth Path
· Best Performer of the year 2016, by achieving 100% of target 
Sukhvarsha Management Service Pvt Ltd, Chennai as Sr. Executive HR from Nov 2013 – Sept 2015

Steadfast HR Consultants Pvt. Ltd., Chennai as Recruitment Consultant from Sep 2012 – Aug 2013
· Handled End to End recruitment activities

· Reported to Director of the Company
· Supported in Business Development activities by signing new clients

· Handled Key Accounts like LnT Infra, Michellien Tyers, Sanmar, Sri Energy Valves, etc.

· Closely worked with Top Management and Hiring Managers to fill the open vacancies
Motorola Mobility India Pvt. Ltd., Chennai  Deputed by Kelly’s India Pvt. Ltd., as Employee Services Coordinator from Jul 2010 to Aug 2012

· Maintain executive appointment schedule by planning and scheduling meetings conferences teleconferences and travel desk

· Training Coordination, Vendor Management, New vendor Empanelment, steering the meetings and Audits.  

· Provide historical reference by developing and retrieval systems and recording meeting discussions

· Managed calendars and appointments of Senior Managers
· Prepared and edited correspondence reports and presentations

· Maintained reception area conference rooms and kitchen

· Welcomed guests and customers by greeting them in person

· Travel arrangements, Hotel Booking, Employee Transportation management

· Recruitment, Employee Engagement Activities 

· Successfully done a project on Employee Transportation Cost Optimization given cost saving of 30% in the year 2012 contributing to Annual savings of 85K US$
· Best Employee of 3rd Quarter FY 2012 – 2013.
ARG Industries, (Sub Vendor of Numeric UPS) Chennai as Admin Executive from Nov 2007 to June 2010
· Manpower Management

· Employees Daily Attendance

· Payroll Preparation
· Stationeries Management
· Petty Cash Management

· Production Day Plan

· Vendor Management

· Client Coordination

· Invoice Preparation

· Logistics Management
STRENGTHS
· Have Excellent Team building, Communication.

· Able to handle complex situations efficiently.

· Sincere & Honest
ACADEMICS

	Qualifications
	Year
	Board/University

	B.E Computer Science Engineering
	2007
	Anna University

	Diploma in Computer Technology
	2003
	DOTE


PERSONAL DETAILS
· Date of Birth   : 02nd September 1984.

· Marital Status: Married.
· Nationality: Indian
