
	Personal Data:

DOB:  17th   April 1986.

Sex   :  Female.

Nationality: Indian.

Marital Status: Married

Languages Known:

English, Hindi, Malayalam & Marathi 

Hobbies: 

Dancing. 


	RESUME

Gulfjobseeker CV No: 1315524
To interview this candidate call 971505797566

Or email us back filled up Vacancy Form

http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc
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                                     Presently in UAE on Visit 
                        Open for job anywhere in UAE and can join immediately. 
Objective
To be trained for various operational departments in reputed organization, where a good exposure and constant growth is assured.

 Work Experience

Total Experience of 6yrs 

Management Consultants  (10th July 2013 – till date) 
· Presently working as Assistant Manager-HR, joined as Senior Team Leader HR
· Coordinating  with Clients and Candidates regarding offer and joining date
· Analyzing  the requirements, Preparing Job Description, Getting approval from the concern person / department
· Specialized in Health care Management. Handling Exclusive Healthcare requirements like Medical Coder,   Transcriptionist, Editor, Medical Reviewer, Health Insurance Managers and Executives, Project Managers, Team Lead ETC for India and Gulf Countries
· Hospital Requirements like Medical Officer, Hospital Administrator, General Physicians, Consultants, Surgeons, and other Medical staff
· Vendor Management, Client Handling, Team Management and Managing Client Requirements. 
· Handling the team and Training new employees. Monitoring team performance on weekly basis.Maintaining Tracker, attendance and petty cash.
· Sourcing the Resume through various channels like Job portals / Candidate Referrals / Internal Database and Screening and short listing the profiles as per the Skills, domain, Project Suitability and budget.
· Inviting qualified candidates for a personal discussion / scheduling a Telephonic discussion with Technical Panel and collecting feedback from the panel
· Maintaining a database of the candidate.
· Monitoring all technical Interviews, monitoring profile movement across the process, shortlists to the closure stage.
· Offer negotiation with selected candidates and post offer follow up with offered candidates to ensure that all the candidates join on or before their respective joining date.
· Further negotiation with HR Manager or concern person in case of Offer revision or joining date extension.
Career Crossroads ( 16th March 2011 – 16th March 2013 )
· Got promoted as a Senior HR Executive and thereafter a Team Leader in 2yrs.
· Was Awarded the Best Quality 2011-2012 for outstanding achievement and efforts in Career Crossroads.

· Handled End to End Recruitment. Sourcing and Screening the Profiles of Candidates. Experience in ITES Recruitment
· Vendor Management, Client Handling, Team Management.  Conducting initial Interviews and coordinating with concerned HR.

· Training New Recruiters. Proficient in recruiting candidates from all levels Junior Level to Senior Level.
· Screening: short listing candidates sourced through portal (Times jobs and LinkedIn) and validating them on their experience and interest on the role.
· Identifying right candidates with required Skill set and experience and make sure that it should match with the requirement as per the job.
· Meeting hiring managers to understand niche skill profiles.
3Global Services   (1st Dec2009 - 13th March 2011)

· Worked as Customer Relations  Advisor for Technical process (MBB)

· Used to Troubleshoot for Internet connections related to3 Dongle.
IBM Daksh   (12th May 2008 - 5th Nov 2009)

· Worked as Customer Care Specialist for Technical process (Tiscali) 

·     Used to Troubleshoot for Queries related to Internet connections for    

            Modems and Routers.
Educational Qualification
· S.S.C passed from Kilbil St Joseph’s High School, State Board of    

Maharashtra, Pune in March 2002.
· H.S.C passed from State Board of Maharashtra, Pune in Feb 2004.

· B.Sc in Chemistry Passed from University of Pune in April 2008.

· PGDHRM Passed from Symbiosis Pune in June 2012
    Competencies

Effective communication skills.

Adapt well to changes and pressures in workplace.

Good presentation skills.


 Leadership and Hardworking
   Computer Proficiency 

MS Office – Word, Excel, Power Point. Internet & E-mail operations.

 


