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Bilal
Email
: bilal.392369@2freemail.com 
HR Associate / Assistant / Recruiter

3 years Professional Experience

CAREER OBJECTIVE

Seeking a challenging position and strive for excellence with dedication, proactive approach, positive attitude and passion towards the work that will fully utilize my expertise, logical, analytical and reasoning abilities in the best possible way for the fulfillment of organizational goals.
PERSONALITY TRAITS

· Quick Learner

· Effective communication skills

· Team player

· Goal Oriented and Hardworking
· Management skills

· Pleasant personality
EDUCATIONAL QUALIFICATION

· M.B.A - Human Resources Management (2016 - Pursuing)
Alagappa University, Tamilnadu, India.
· M.C.A - Master of Computer Applications (2012 - 2015)
Karunya University, Coimbatore, India.

· B.C.A - Bachelor of Computer Applications (2009 - 2012)
National College, Thiruvananthapuram, India.
WORK EXPERIENCE
· Cochin
       HR- Associate (November, 2017 – May, 2019)

· Kakkanad, Cochin
       HR- Assistant (January, 2017 – October, 2017)

KEY RESPONSIBILITIES AS A RECRUITER
· Managed HR-Team of 5.

· Training new HR-Recruiters on Hiring Process.

· Delivering HR Administrative support for all the Contract employees 
· Responsible for handling end-to-end recruiting process of a contract batches during mass hiring

· Determining fitment of profiles based on several key skill requirements and the job description

· Coordinating all interview rounds of candidates, including specific skill assessments and operations interviews and maintaining an accurate database of the same

· Conducting final offer discussion, document verification and onboarding of candidates who have been selected for a profile

· Screening referrals from existing employees, coordinating their interview rounds.
· Payroll Coordination for contract employees for Randstad.
· Handling employees’ grievances.
· Effectively communicate with clients via telephone, face-to-face and written communication.

KEY RESPONSIBILITIES IN SOURCING
· Sourcing, qualifying talent for all levels of critical/hard-to-fill positions & developing sourcing and talent strategies to target niche talent pools 
· Actively source candidates utilizing resume databases, networks, social media, internal databases, employee referrals, warm and cold calling to create candidate pools

· Accurately post jobs on all available talent platforms including Naukri, Monster, Indeed, Shine, etc., as well as Social media sites like Facebook, LinkedIn, etc.

· Participate in job fairs, campus drives, information sessions and special recruiting events, as needed

· Collaborate with other members of the recruiting team regarding workforce planning, applicant flow, process improvement, workload balancing and more

KEY RESPONSIBILITIES IN FRONT OFFICE
· Taking initial interviews for walk-in candidates and assessing them on required parameters to determine fitment.

· Communicating employer information and benefits during screening process

· Coordination of interviews with various hiring managers & administering other appropriate company assessments as well as tracking and maintaining all details of walk-in candidates daily

· Maintaining relationships with both internal and external clients to ensure goals are achieved

· Handling large walk-ins and maintaining order in the front office to ensure smooth running of the interview process
ACADEMIC PROJECTS
· MOBILE GUARTRIO 
An android application in which, user can create an environment that helps in providing security to the android smart phones, optimizing battery performance and increasing RAM performance. It is aimed at helping the user to easily identify and locate the suspect if any theft has occurred and to maintain the better overall performance of the mobile.
ACHIEVEMENTS
· Twice awarded for Best Achiever from Randstad India. Pvt Ltd.
· Appreciated by Sutherland Team for Best Candidate experience.
· Won 1st price for Marketing Event in the intercollege competition.
· Selected as Joint secretary and Department Activity Advisor for Dept. Of Computer Applications and have received letter of appreciation from Head of Department.
· Got appreciation for the active involvement in organizing various cultural and technical programs in college.
EXTRA CURRICULAR ACTIVITIES
· Presented an application on behalf of my department in Mindkraft’13 and have organized couple of events and games on Mindkraft’14, a National level Techno-Management Fest at Karunya University.

· Organized an event in Budding Challengers’13, an Intercollege competition conducted by School Of Computer Science and Technology, Karunya University.

· Organized an event named Srishti’13, an Inter school & college competition conducted by School Of Computer Science and Technology, Karunya University.
PERSONAL PROFILE
Date of Birth

:   26/07/1991

Nationality

:   Indian

Marital Status
:   Single

Languages Known
:   English, Malayalam, Tamil and Hindi
DECLARATION 
     I hereby declare that the information furnished above is true and correct to the best of my knowledge and belief.

Place: Dubai



                                               
                     Yours’ Faithfully,
Date:                                                                                                                                  Bilal
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