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Parameshwari

Parameshwari.382389@2freemail.com 
CAREER OBJECTIVE

To seek challenging assignment and responsibility, with an opportunity for growth and career advancement as successful achievements
PROFESSIONAL EXPERIENCE:
Plentitude Consulting, Hyderabad, INDIA – April 2018 – till date

Recruitment Consultant – Key Responsibilities

· Sourcing the resumes from various job portals.

· Understanding Client’s requirements & to source relevant profiles

· Screening the right candidates according to the job description & requirements

· Scheduling the Interviews, regular follow up

· Expertise in complete recruitment life cycle in permanent staffing.
· Handled recruitment at all levels using Internet search sites, search engines, vendors, referrals, naukri.com
· Bulk hiring for Insurance, Sales, and other relevant profiles for the clients for Top, Middle & Entry-Level positions for Sales & Marketing, Executives, Manager, HR profiles.
· Head hunting, screening, and selecting qualified people for the top middle and executive level of positions

Claps Group of Companies, Dubai UAE - Jan 2017 – April 2017
Admin & Secretary – Key Responsibilities

· Maintaining executive’s agenda and assist in planning appointments, board meetings, conferences etc.

· Receiving and screening phone calls and redirecting them when appropriate.

· Handle confidential documents ensuring they remain secure

· Make travel arrangements for executives

· Provide administrative and clerical support to departments or individuals.

· Involving in marketing activities of Events management.

Emirates International Group, Dubai – UAE Feb 2014 – Dec 2016 Administration / HR Executive – Key Responsibilities

· Assisting in day-to-day operations of the department to ensure efficient and effective support.

· Ensuring documentation is in accordance with company policies and procedures.

· Handle the company contracts (Ejary, tenancy, license, emigration card etc).

· Setting up and maintaining a professional Filing System in chronological order with all documents easy to access.

· Supervise subordinate staff and delegate work responsibilities as per schedules performing other office related task assigned by immediate seniors & other disciplines.

· Ensuring smooth process right from the time of recruitment till on boarding and completion of expat.

· Employee formalities as per UAE Labor Law- Handle all expiries of employees,

· (visa, emirates id, labor, health card, Insurance etc) & Handles credit card and cheques updates details.

· Journal entries in Tally of Mess and Order of all 4 branches

· Directed organizational management change and initiatives aligned with strategies and business plans
Customer Service

· Answered, screened and directed inbound phone calls for taking the orders; issue the bills. (takes the order for 4 branches of restaurant)

· 
Monitored busy or unanswered lines, Make the computerize bills of

· restaurant/parcel section

· Calculates discounts or references; requests customer identification for certain discounts and receipts as required.

· Performed general secretarial duties, including – meeting scheduling, appointment set up, faxing and mailing.

· Received and sorted email and electronic deliveries.

· Maintained meeting diary – manually or electronically, as required.

· Handled general requests for information and data.

· Handled delicate situations, such as – customer requests, special needs and complaints.
Front Desk & Cashier

· Processed transactions quickly and efficiently – Maintained a friendly and cordial relationship with the customers by greeting them and assisting them with all relevant issues.

· Provided customers with outstanding service and assisted them in solving their queries and doubts.

· Created a friendly/positive impression at the checkouts – Educated customers about new schemes and promotional activities that could benefit them.

· Maintained registers and all books related to cash transactions and kept them up to date.

· Updated the database regularly by manually documenting all transactions in the registers as well as the computer system.

· Monitored all the cash reserves and ensured adequate cash reserves in all stations.

· Multitasking without losing focus – Can deal with constant interruptions from customers and work under pressure.

· Can manage internal/external relations successfully.

· Good problem solving skills.

· Performed basic customer service functions.

· Maintained a neat, tidy and pleasant appearance of the reception area.

Octopus Consultancy, Hyderabad, INDIA - Jan 2013 - Dec 2013 HR Executive – Key Responsibilities

· Sourcing and screening the candidates through Job Portals Conducting the Interviews to the Candidates.

· Recruiting: Oversee interviewing, selecting and hiring process.

· Arranging new-employee orientation.

· Continuous Follow Up the Candidates till they join.

· Updating the Information to the Superiors regarding Candidates Status.

· Maintaining Good Relationship with Clients and Candidates as Well.

· Conducting New Employee Induction Programs, sending welcome emails, conducting appraisals for the employees, approving staff confirmations etc

V-Shine Consultancy, Hyderabad, INDIA - April 2012 - Dec 2012 HR Executive – Key Responsibilities

· Analyzing the requirement of organization.

· Analyze the quality people and contact them through phone or email.

· Recruit the people and perform various recruitment steps.

· Efficient in interviewing and assessing the people.

· Expert in recruiting the people according to the company policy.

· Proficient in giving valuable decision and taking the feedback from the employees.

· Analyzing the requirement of organization.

· Created workshops for employees to develop new skills and introduce new technologies.
EDUCATIONAL QUALIFICATION
· Degree (B.Com.) General from Siddhartha Degree College for women’s - Hyderabad.

· Intermediate (C.E.C.) from Siddhartha Jr. College for women’s- Hyderabad.

· S.S.C. from S.R.K.S. Vidyalaya High School, Hyderabad.

COMPUTER PROFICIENCY
· Well versed with computer applications; Microsoft Office (Word, Excel,

· PowerPoint, Access) Outlook and online search tools

· Microsoft Windows XP / Win7 / Win8 or any user-friendly Computer Interface ∑ Efficient use of E-mail and Internet and possess excellent keyboard, searching skills

· Accounting Packages: Tally, ERP 9.
STRENGTHS:
• Professional Attitude 
•Honest and Smart Working. 
• Able to Work in Team and Achieving Goals of the Organization.
• Experience in Dealing with Different types of people and convincing them.
• Multiple tasking with excellent organizational skills. 
• To take on challenges and responsibility as and when required on the job
PERSONAL PROFILE:
	Date of Birth
	:                 23-7-1994

	Sex
	:                  Female

	Nationality
	:                  Indian

	Marital Status
	:                  Single

	Languages known
	:                  Hindi, Telugu &English 


