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	 TARGET JOB
	Target Job Title: 
	Human Resource Executive/Internal Recruiter/Account Resourcer/Talent Acquisition Specialist.

	 
	Desired Job Type:
	Permanent

	 
	Work Load:
	Part Time / Full Time

	 
	Location:
	Dubai-UAE

	 
	Career Level
	8 + experience

	 
	Relocate:
	Yes

	 
	Willing to travel
	Yes

	EDUCATION
	Year
	Institute
	Degree 

	
	2008-2012
	Quaid-i-Azam Law College 

(Affiliated with Punjab University)
	LLB (Bachelor in Law)

	 
	2004
	University of the Punjab
	Bachelor's Degree(Graduation)  (Economics)

	 
	2001
	Science College (Lahore)
	Fsc Premedical

	
	1999
	Salamat School System
	Matric

	
	Mc Coy Resource Limited (offshore resource centre of Gold Team Recruitment)

	Job Title
	Recruitment Consultant/Internal Recruiter

	
	
As a recruitment consultant, my key responsibilites was involved in making searches on Job-boards, Social Networking websites & Internal Databases to extract relevant candidates by matching desired skills & experiences. Sourcing candidates through searches, job postings on the Internet, employee referrals, candidate referrals, In-house database and Personal Network, both for Permanent & Temporary Positions.
Having identified a relevant candidate, further scrutinizing the CV to check for, among other things, available contact details & 
Contacting the candidates to carry out telephone conversations to run them through the vacancy details
Forwarding selecting candidates to the clients.
Interacting with the candidates and informing them of particular vacancy requirements and updating their status.
Advertising job vacancies on job boards and handling Job-Advert responses, filtering suitable candidates and contacting them.
Understanding of current job openings and developing a continuing communication with the client.

Using www.linkedin.com mostly to search for targeted candidates from required companies as a part of Head Hunting (Target skill search). Sourcing strategy by developing a target list of companies.
Posting the job adverts on rozee and screening the responses.
• Manage the marketing activity, taking accountability for the following;
• Provide comprehensive, effective KPI reports to the business
• Preparing proposal for the clients. Cold calling the potential propects, taking inbound call•coaching and training in the marketing support executive line with company procedures and practices

Negotiation and Closing of the deal with the clients.
• Proactively looking for candidates and roles, manipulating search tools; LinkedIn, databases
• Use proven techniques to target sales information
• Headhunt live candidates
• Produce effective, accurate specifications and profiles of roles and candidates
• Maintain CRM logs of all candidates on CRM Sugar.
• Ensure a growing and dependable internal database of candidates
• Recommend workflow improvement plans to enhance productivity of the operation
• Maximize business opportunity by extracting quality referrals at every opportunity
• Any other tasks/duties assigned by the management

· Sourcing CV from the online job boards and profiling those candidates, explaining them the full job specification.

	Feb 07 – Feb 10
(3 Years)
	
	Lahore 

Pakistan

	Job Title
	Recruitment Officer/Recruitment Consultant

	Responsibilities included
	I worked as Recruitment Consultant. On the client end i was responsible to generate my own leads through cold calling and marketing emails, follow up the marketing emails and gather a comprehensive visualization of the job, create a job advertisement and post it on the job boards. On the candidate end I was responsible to check existing database of scan the designated job boards and scan the responses to the job advertisement for likely resources, call the likely candidates and evaluate their eligibility according to the JD. 

I achieve lot of placements in Finance sales, sales and IT sector. 

I worked as a business development executive in Greenwich bell and I was directly involved in the generation of new business leads from marketing campaigns. I created and qualified leads for sales by drawing on my knowledge about the Recruitment Industry and using outbound callingArranging tests and interviews for screening and shortlisting of candidates
  Arranging tests and interviews for screening and shortlisting of candidates .
• Assist the recruitment team in department initiatives.
•Update job and applicant record in database.
•Prepare recruitment activity report against each project, on monthly basis. 
• Coordinate with relevant departments to ensure a smooth induction process.
•Documentationof new employees.
•Conducting exit interviews for employees leaving the company and compile a detailed report for the exit interviews' analysis.
•Prepare recruitment and training attrition report on monthly basis.
•Managing and maintaining personnel files and contracts.
•Seat utilization of workforce and management.
Check and balance as well as movement tracking of assets (computers, LCDs, monitors and VOIP phones) within office premises 

	Computer Literacy
· Excellent command on Microsoft Word, Excel and Outlook Express

· I am having perfect Typing speed of more than 40 WPM

· Worked on several renowned database applications such as Goldmine, ACT and Hoovers 
	
	
	
	


	OPTIONAL INFORMATION
	Nationality
	Pakistan


	 
	Date Of Birth
	02/01/1983

	 
	Marital Status
	Married

	
	NIC
	

	Languages
	English
	Expert

	 
	Urdu
	Expert

	 
	Punjabi
	Expert

	Request will be furnished upon request
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