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PERSONAL SUMMARY

A competent and organized individual who is able to work as part of a team and manage several priorities at one time. Having a positive attitude, strong work ethic and a keen desire to learn and grow with the growing company. I fully understand the importance of the HR department to any organization, and therefore aim to maximize my ability to deliver the best. 
CAREER HISTORY

Placement  -  (INDIA)
Recruitment Manager                     May 2007 – Feb 2015               
Responsible for the full employee life cycle from recruitment, induction to exit and for providing full administrative support to the office. Also involved in the day-to-day running of the office.
· Accurately assessing job applicants according to their abilities.
· Carrying out background and reference checks on prospective employees.
· Acting as the first point of contact for anyone enquiring about a vacancy.

· Screening phone calls, emails, letters and personal visits.

· Providing professional advisory support to the company.

· Arranging pre-employment medical examinations.

· Sending relevant contractual information.

· Outsourcing candidates through different social network.
· Managing travel arrangements and organizing accommodation for staff members.

Café coffee Day
Management Trainee




April 2004-December2004
CAREER STATEMENT

“I feel like my greatest strengths are firstly my strong commitment in providing a professional service to fellow colleagues. Secondly my skills at developing and maintaining a close working relationship with people from all social backgrounds, which in turn helps me to gain  in-depth understanding of their individual needs. Thirdly my real passion for the HR field as a whole, an obsession which allows me to spot trends and develop best practice process.”

ACEDEMIC QUALIFICATION

Indian Institute of Management & Technology                                                                                     Hotel Management Degree





2003-2006
ISC (12)








2001-2002

ICSE (10)








1999-2000

PERSONAL DETAILS

D.O.B




: 04 April 1982
Gender




: Male

Marital Status



: Married

Languages known



: Hindi, English

