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Recruitment Professional 
· Planning ( Business Development ( Recruitment & Personnel Management 

CAREER OBJECTIVE:

A Consultant with recruiting experience. I am a full cycle recruiter and a highly motivated individual who is passionate about recruiting. I am a multi-tasker and I enjoy the challenges of working on a variety of projects.  I’ve established a reputation for streamlining the hiring process by placing the best matched candidate, with the appropriate company.

Summary:

Senior Recruiter of experience dedicated to the IT, Engineering, Telecommunications and BPO Industry. Extensive background in managing a high volume, process oriented and high-pressured environment. Effective in building strong and lasting relationships with hiring managers, consultants and clients.  Strong communication and organizing skills and administration procedures.
Computer Skills:

Networking 
MS Office, MS Excel, MS Outlook, MS-Power Point, Windows 98/2000/XP

Education:  
IBM (International Business Management) Canada – 2011-12
MBA (Hr) – 2005-07

B.Com      - 2002-05
AREAS OF EXPERTISE:
I.T. Professionals recruited for are: 

Business Analysts, Project Managers, Architects, Data Modelers, ERP Consultants,

Programmer/Analysts, Software Developers, Web Designers, QA Testers, 

Oracle/ SQL/Sybase DBA, NT, Novell, UNIX/LINUX, SUN/Solaris Administrators 

Network Engineers/Administrators, Technical Writers, Help-desk/Desktop Support 
Non-I.T. which include:
 Dir. of Professional Services, Product Marketing Manager, Controller, Director of Internal Audits, HR Manager, Supply Chain Mgr, Chemists, Compliance analyst, Accountants, Outside Salespeople, among a variety of others.

Professional Strengths:

1. A sincere, motivated, independent individual involved in the process of learning from and contributing to the environment.

2. A person with good people skills and amicable personality who firmly believes that through teamwork one can strive and achieve “beyond the best” in business.

3. Proficient in upholding service standards and operational policies, planning & implementing effective control measures to reduce costs. Accredited for creativity, public relations, outstanding organizational skills and an ability to consistently exceed expectation
4. I value commitment and loyalty and I am not bound by goals of merely climbing a corporate hierarchy. I wish to grow as an individual and contribute meaningfully to the organization I am with.
Professional Experience:
Neo Petcon India Pvt Ltd

Senior HR Executive

October 2015 – Present

Responsibilities:

1. Handled the complete recruitment life cycle.

2. Responsible for job posting in various job portals.

3. Conducting Induction programme, joining formalities and exit formalities.
4. Giving insight regarding the company and the policies to new joinees.

5. Preparing and maintenance of HR related records.

6. Maintenance of Minutes of Meeting record.

7. Scheduling of different Training programme’s externally and internally to various staff members monthly, quarterly and yearly.
8. Maintenance of attendance of staff and workers. 

9. Preparing salary statements and attendance of the staff and workers.
10. Completion of Exit formalities.
11. HR Audits and HR MIS.

Performance Management : 

Draw up Performance Management Process calendar as approved by management 

Execute goal setting process, midyear appraisal & end year appraisal process for all eligible employees 

Put in place a communication plan for completion of the entire PMS process 

Compensation & Benefits : 

Create compensation structures for employees based on the framework (Variable pay at higher levels etc.) 

Benchmark current compensation with industry to ensure market competitiveness in order to attract and retain right talent 

Perform parity analysis to ensure internal equity is maintained 

Provide compensation related guidelines to Talent Acquisition teams (Hiring Grid etc.) and support in offer preparation (Compensation)

Winnow Techlaw
HR Recruiter
September 2012 – April 2015
Responsibilities:
1 Design and implement overall recruiting strategy

2 Develop and update job descriptions and job specifications

3 Perform job and task analysis to document job requirements and objectives

4 Prepare and post jobs to appropriate job board/newspapers/colleges etc

5 Source and attract candidates by using databases, social media etc

6 Screen candidates resumes and job applications

7 Conduct interviews using various reliable personnel selection tools/methods to filter candidates within schedule

8 Assess applicants’ relevant knowledge, skills, soft skills, experience and aptitudes

9 Onboard new employees in order to become fully integrated

10 Monitor and apply hr recruiting best practices

11 Provide analytical and well documented reports to the rest of the team

12 Act as a point of contact and build influential candidate relationships during the selection process
Jaya Softech

Business Development Exe.

November 2008- November 2010

As an Business Development Exe. Responsible for entire recruitment life cycle right form getting the requirement and till the candidate joins the client.

Responsibilities:

1. Understanding the job description carefully and make a detail analysis on the companies having similar kind of manpower.

2. Sourcing profiles from references, Head hunting and different job portals such as Monster, Naukri, Times job and from existing Databank.
3. Responsible for posting requisitions on job portals.

4. Identify screen and validate the qualified resumes by evaluating the candidates technical and communication skills, based on client’s requirements.

5. Interactive with candidates, giving them a preview about the company and the interview process, taking escalation calls.

6. Prepare candidate resumes according to company format for client presentations and helping them to make it appropriate and accurate if needed.

7. Submitting the candidate formatted profile to client.

8. Scheduling and arranging interviews with client and follow-up until the candidate joins.

9. Schedule interviews (telephonic and face to face), follow-up to ensure interviews happen.
10. Creating enough pipe line/back-up profiles in case of No-shows.

11. Frequent follow ups with the candidate once the offer is released and ensuring on the availability of the candidate on right time and salary negotiations.

12. Maintaining a thorough database of Technology wise to minimize the turnaround time for the submittal.

13. Prepare daily, weekly and monthly reports, maintain database for future use.

14. Guiding and supporting the team to achieve the targets.

Zexton Software Solutions

IT Technical Recruiter/Admin
October 2007-October 2008

As an IT-recruiter(US Staffing) responsible for recruiting, interviewing and staffing qualified IT professionals on a contractual/or permanent basis.

Zexton Software Solutions Pvt. Ltd. is an ISO certified IT Consulting and Software Services Company. It is headquartered in New York and have operations in India, Its core service is Staff Augmentation. I worked as Sr. Recruiter and was responsible for IT Recruitments and Admin duties.

 Responsibilities:

1 Understanding the client’s requirement and sourcing profiles through job Portals, Head hunting and/or in-house candidate database

2 Initial screening and short listing of the profiles as per the client’s requirements

3 Scheduling interviews with clients and following up with candidates to ensure smooth interviewing process

4 Feedback and follow-up with client on candidate’s interview status

5 Salary negotiations with the short-listed candidates

6 Conducting internal walk-ins

7 Understood the dynamics of the job market and adopted suitable recruitment strategies 

8 Maintained a good number of resume bank across multiple domains and technologies
Administrative Responsibilities:

1 Adept at managing administrative activities involving purchase of equipments, maintenance of   procurement, housekeeping, safety, security, employee induction etc.
2 Planning and preparing monthly reports pertaining to finance required for maintaining office infrastructure and facilities.
3 Contracts management.
4 Cost control and ensuring timely implementation of the project.
5 Managing repair, maintenance & replacement of office equipments, appliances, furniture, furnishings, vehicles, building, etc.,
6 Purchasing, Implementation and operations of Security and Surveillance
Vendor management- Oversee acquisition, installation and commissioning of equipments that are required for the facility – IT Systems, air conditioning etc. 

7 Processes, Documentation, Business Control checks, audits etc.
Monitor all Statutory Compliance areas.

8 Asset Management of all Site operations assets across multiple locations.

9 Event Management, organizing meetings, conferences, making travel arrangements and hotel reservations for guests. 

10 Liasioning and coordinating with various departments within the corporate office and all branch offices. 

11 Active participation in the Leadership Team for Strategic Business Planning, implementation, client interaction etc.

12 Upkeep of office administrative facilities and ensure availability of daily miscellaneous requirements to provide harmonious work culture to employees. 

13 Acting as info-hub for providing administration related information and supervising administrative activities like general admin, verification of stationery stock, petty cash, courier, florist, pest control, housekeeping, etc. 

14 Specialization in handling back office operations, inter-office correspondence, confidential mails, quotations, monthly billing, cheques, etc. 
15 Prepare income statements, Ensure transactions are properly recorded and entered into the computerized accounting system.
Personal Details:

Date of Birth

: 27.02.1983

Gender
           : Male

Marital Status           : Married
Religion

: Christian

Nationality

: Indian
Languages Known
: English, Hindi & Telugu

Date:                                                                                                       
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