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Melvin 
Contact # +971-504753686
Email: melvin-399625@2freemail.com 
Location: Deira, Dubai 
CERTIFIED HR RECRUITER 

Dynamic, result oriented, focused, and dedicated Non IT &IT recruiter with over 7+ years of proven global recruitment experience in countries like UK, US, Canada, India etc. Possess excellent knowledge of recruiting and hiring processes including sourcing, interviewing, reference checking, tracking, salary negotiations, and closing.
A resourceful solution focused professional with excellent interpersonal and rapport building skills. Built a network of candidates by sourcing with tools like LinkedIn, Monster, Dice, Indeed and other social media outlets. Responsible, reliable, independent and self-motivated professional who achieves results and has superior ability to coordinate and handle several projects simultaneously.
Utilized a collaborative consultative approach and demonstrated commitment to exceeding client expectations.



Areas of Expertise
· Talent Acquisition & Non IT & IT Recruitment

· Screening, Sourcing and Interviewing

· Coordination &collaboration

· Networking & Rapport building

· Strong Communication & Commitment

· Salary Negotiations

· End-to-end Recruitment

· Advance Applicant tracking system (ATS)

· Employee Onboarding Process


WORK EXPERIENCE
HR Recruiter/ Lead
Tamil Nadu                                       




April 2019 – Sep2020 Responsibilities:

· Screened, sourced and recruited US Citizen, GC holders, H1B’s and EAD candidates in state-of-art for contract, contract-to-hire, Corp-to-Corp and W-2 positions.

· Owned full-cycle recruiting: interviewed, offered, negotiated and closed candidates for assigned requisition.

· Conducted weekly meetings with client executives, hiring managers and update the existing requisitions per their direction.

· Practiced numerous sourcing strategies including referral generation, ad placement, position postings, direct sourcing/cold calling and networking to develop a qualified pool of candidates.

· Responsible for internal or external recruitment with emphasis on coordination, scheduling and managing candidate with diversified skill sets & experience.

· Regular follow up with candidates & the concerned departments on post offer activities like background checks, employment application, release form submittal, drug screen completion, and gathering additional documents if necessary. 

· Performed HR activities like new salary negotiations, candidate/ employee induction, on-boarding and other joining formalities.
Achievements: Got Star Performer Award under the Reward and Recognition-2019 program for consistent high Performance.
HR Account Executive/ Technical Recruiter
Scope IT Consulting - Tiruchchirappalli, Tamil Nadu                           Duration: March 2017-April 2019

Responsibilities:
· Prepared job descriptions for various positions and developed appropriate questions for prospective candidates.

· Designed and maintained job postings on various social media sites and websites with various tools.

· Coordinated with hiring manager and participated in the interviewing panel.

· Analyzed various job applications and filtered candidates through telephonic or one on one interviews.

· Communicated results to the candidate and the organization for all selections.

· Assisted in recruitment of staff members and members on contract basis across organization.
	Technical Recruiter
	
	

	VDart Inc  -  Tiruchchirappalli, Tamil Nadu
	Duration: August 2013 to March 2017

	
	
	

	Responsibilities:
	
	


· Responsible for Full Life Cycle Recruitment and coordinating the entire process of recruitment.

· Understanding the Job description and requirement of the client.

· Selecting suitable candidates through Job Portals, Headhunting, Networking, and internal database.

· Validating candidates based on the desired parameters, describing the job profile to the candidates.

· Short listing candidates based on skills, knowledge, education and experience. 

· Processing the profiles of selected candidates to the client.

· Interviewing of candidates, responsible for negotiating job offers, including salary, benefits and scheduling the face to face or telephonic interviews.

· Preparation of reports and maintaining candidate’s database on daily basis.

· Coordinating with candidates with their interview timings for all the rounds of interview.

· Ensuring the joining date and placement till the candidate joins the company.

· Successfully deployed IT & Non IT Resources in HCL America (US & Canada), Genpact (US & Europe), Headstrong, Microsoft, Wipro (Mexico), TCS, Deloitte, General Motors, General Electric, Cognizant, NIIT (US & Brazil), etc...
Achievements: Got Star Performer Award under the Reward and Recognition-2016 program in VDart Inc for consistent high Performance.
Customer Service Associate 
SERCO, Chennai, Tamil Nadu                                                                 Duration: June 2013 to August 2013

Responsibilities:
· Manage large amounts of incoming calls

· Generate sales leads

· Identify and assess customers' needs to achieve satisfaction

· Build sustainable relationships and trust with customer accounts through open and interactive communication

· Provide accurate, valid and complete information by using the right methods/tools

· Meet personal/customer service team sales targets and call handling quotas

· Handle customer complaints, provide appropriate solutions and alternatives within the time limits; follow up to ensure resolution

· Keep records of customer interactions, process customer accounts and file documents

Customer Service Associate 
First source Solutions Limited- Tiruchchirappalli, Tamil Nadu       Duration: June 2012 to June 2013

Responsibilities:
· Answer incoming calls and emails in an efficient manner

· Identify customer questions, concerns, and overall needs

· Provide accurate answers and solutions to customer queries

· Address customer complaints in a compassionate and patient manner

· Redirect customers to appropriate teams and/or departments as needed

· Help sales team generate leads, identify potential leads and forward to sales reps

· Check voicemail inboxes and return calls in a timely manner

· Develop professional relationships with ongoing customers through excellent customer service

· Follow-up with callers on complaint and/or question resolution status


Academic Qualifications & Certifications
BBA- Bachelor of Business Administration in Human Resources Management

Nova Academy Of Rural Education & Research, The Nilgiris, Tamil Nadu-2018

Diploma in Electronics and Communication Engineering 

Pavendar Bharathidasan Polytechnic College- Tiruchirappalli, Tamil Nadu -2012

CERTIFICATIONS:

· Certified Human Resource Management- Business Management Institute (IBMI) –July-2020

· Certified Behavioral Interviews & Be a Great Mentor- Udemy -July-2020

· Tech Recruitment Certified Professional- DevSkiller -Aug-2020
· Certified in Microsoft Excel-New Skills Academy-Aug-2020

	
	
	

	
	
	IT Skills

	Word Processors
	: MS-Word
	
	

	Spreadsheets
	: MS-Excel

	Graphics
	: MS PowerPoint

	Communication
	: MS Outlook
	
	

	
	

	
	Personal Profile

	
	Date of Birth
	:
	3rd Oct 1990

	
	Gender
	:
	Male

	
	Nationality
	:
	Indian

	
	Marital Status
	:
	Married

	
	Languages
	:
	English, Tamil

	
	Visa
	:
	Visit Visa

	



