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                                                                                                                                                                                    SHUBHA

SHUBHA.371930@2freemail.com 


	OBJECTIVE


To work with dynamic organization that will allow me to broaden my horizons, Skills, experience and knowledge to achieve a goal of the organization through sincere efforts.

	PERSONAL SKILLS


Can take initiative and work independently or as a part of team. Well organized and easily meets objectives. 

	EDUCATIONAL PROFILE


Bachelor of Business Management
RBANMS First Grade College, Bangalore University.
2012
Plus Two 

Commerce, Hasnath Pre University College, Bangalore
2009
SSLC 

Teresain Girls Convent, Mysore 
Karnataka Board

2007
	Technical PROFILE


Packages Known   
      : Ms .Office 

Languages Known
      : Basic Knowledge in HTML, C


Worked as HR Executive for the period of 2yrs 2months in Infinia Info Tech Services Pvt Ltd: Aug 2012 to Oct 2014
Roles and responsible:
· Building own database of clients and contacts

· Helping clients to find suitable clients to fill their Requirements.
· Involved with the marketing department to devise product adverts.
· Placing adverts in relevant market journals and publications, job boards and local Press.
· Making phone calls to candidates who are judged to be eligible.
· Conducting phone interviews with prospective candidates.
· Describing the work duties, salary and benefits of a particular vacancy.
· Doing background checks and verifying the references, work experience and academic 

 
   Qualifications of applicants. 
· Screening, testing and assessing candidates.
· Receiving and reading through the CVs that job seekers have sent in to the recruitment agency.
· Arranging interviews with candidates who have been short listed for a position.
· Drawing up short lists of suitable candidates.
· Involved in negotiating the salary between the client and the candidate. 
· Updating the recruitment agency database with the details of potential candidates. 
· Assisting applicants with their interview techniques.
· Calling up a candidate and informing them if they have been successful or unsuccessful in their application.
· Cold calling companies to generate more business for the recruitment agency.
· Attending meetings with clients at their offices.
· Ensuring the compliance of any temporary worker or contractor placed.
Nov 2014 started to work as “Senior HR Executive” for the period of 4month in Golden Lion Business Consultants
Nov 2014 to March 2015
· Making phone calls to candidates who are judged to be eligible.
· Conducting phone interviews with prospective candidates.
· Describing the work duties, salary and benefits of a particular vacancy.
· Doing background checks and verifying the references, work experience and academic qualifications of applicants.
· Screening, testing and assessing candidates.
Got promoted as “HR Manager” and started to work from April 2015 to till August 2015 in the same organization

Roles an responsible

· Handling the Recruitment Team 

· Maintaining the track 

· Updating the Complete Recruitment status 

· Client Coordinating and Client Meeting 

· Status on Salary, Issuing offer letter  

· Training on Recruitment 

· Planning on Company Strategy

· Complete End to End Recruitment 

PROJECT DETAILS 

Project on “EMPLOYEE SATISFACTION”

Company:        Plastic Manufacture Company

Skills        :   Employees coordination, Time Consuming, Excel, Ms. Word, Cyber

	DECLARATION


I hereby declared that the above mentioned information furnished is true to the

Best of my knowledge.

