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Career objective:
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To be a part of a dynamic Human Resource Department where my skills of leadership, communication, co-ordination and recruitment will be utilized in people-oriented organization, which would allow me to grow both professionally and as an individual to gain knowledge and experience to give new edge to my qualities and skills.

Professional Profile:
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Around 6+ years of Quality Recruitment experience in Domestic, EMEA and APAC. Experience in building Client Relations, Recruiting, Sourcing, and building professional network. Handling Stakeholders, Vendors. Experience in both IT and Non-IT requirement and permanent & contract staffing. Assiduous by nature and good adaptability, always keen to learn and grow and strives for quality. Experience in Niche skills. A good relationship builder and an excellent communicator. Self- confidence and self-starter. 
Educational Qualification:
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· Pursuing PGDHRM in Symbiosis Centre for Distance Learning, Pune (2019 -2021) 
· B.Tech from Sri Shakthi Institute of Engineering and Technology in 2007 -2011
Specialties:
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Sourcing, Screening, Cold calling, Headhunting, Team Handling, Vendor Management, Stakeholder Management, Corporate Hiring, Bulk hiring, Executive Searches, Team Mapping, Interviewing, Negotiating, Niche requirements.

Professional Experience:
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Talent Acquisition Executive - Caresoft Global Pvt Ltd
From Jun 2018 to till date

A global engineering solutions company with a focus on Automotive, Off-Highway and Heavy Equipment’s. Service offerings span across Mechanical engineering, Electrical engineering, Embedded & Electronics engineering, Industrial and Manufacturing engineering, Aftermarket, Technical publications, Multimedia, Analytics/BPO and Software application development
· Responsible for the whole recruitment process. Global Recruiter - Responsible for Pan India, UK, US recruitment.
· Handling full life cycle of recruitment across business units of "Caresoft.
· Interacting with the hiring managers / Stakeholders and understanding the business requirements and working closely with the team members to source the right talent through different sources.

· Responsible for identifying or generating a pool of potential candidates through sources like Job Portals, cold calls, company database, employee referrals, networking, and internet job postings for various domain requirements.

· Accountable for pre-screening prospective candidates (evaluating applications, determining match with requirements) and scheduling interviews.

· Handling complete recruitment process like portal search, conducting face to face interview, Skype interview, scheduling telephonic Interviews, Salary negotiations, follow up on Joining formalities.
· Prepare candidate fact sheet for candidates whose skills exactly match the requirement.  

· Involved in Walk-in and Weekday's Interview and Co-ordinated in campus hiring.
· Experience in hiring C2H, Permanent positions, Volume hiring, hiring for Niche requirement
· Generating the details of the candidate in ATS (Applicant Tracking System)

· Implementing alternate recruitment sources & methodologies like X-ray search, LinkedIn search, LinkedIn advertising and target email campaign, job posting, and strategic research through Professional networks.
· Prepared standard job description format across all level for various domain within Caresoft
· Prepared skill matrix.
· Generate daily, weekly and monthly report and submit it to the General Manager for review.
· Generating Monthly Dashboard.
Vendor Management:

· Acting as SPOC for vendors and screening profiles with relevancy and checking the duplicates.
· Coordinating with the stakeholders for vendor profile shortlisting.
· Coordinating with the vendors and conducting interviews through different mode.

· Negotiating the rate card with the vendors.
· Collect all the necessary documents from the shortlisted candidates (only for Executives) and produce it to the vendors for background verification.

· Preparing Non-Disclosure Agreement and Service Agreement for vendor and get approval from General Manager.
· Coordinating with the payroll team and finance team to process the vendor invoice and ensure that the payment has done for the service provided by the vendor.
· Evaluating Vendor’s Performance on Quarterly and Half -Yearly basis.
Team Management:

· Manage & Lead a Team of 3 recruiters and report their daily/monthly performance and report to the management on regular basis. 

· Load balancing of requirements per recruiter, prioritizing requirements as per domain, knowledge transfer, helping with search strings, screening candidates, vendor/candidate rate. 
· Ensure that the team members work effectively and deliver the profiles within the stipulated time.

· Monitor and review team performance and update the same with the appellate Authority.

· Mentor team to reach their Team and individual Goals.
· Escalation Management.
· Conduct periodical meeting among the team members sorting out the problems arises time to time and clear the doubts and providing proper guidance accordingly.
· Responsible for R&R (Rewards & Recognition) Program. 

Research Consultant (Head-hunter for EMEA & APAC) - Superior Shared Services (Superior Group)
From Nov 2014 to Jun 2018
Executive Search 
· Responsible for Headhunting and cold calling.

· Responsible for head hunting profiles for Executive searches like AVP, Country heads, VP, GM, etc.,.
· Understanding the client’s requirements and reach the target companies to headhunt the right person.

· Experience in identifying profiles through various sources like LinkedIn, Viadeo, Xing, Xray search, Cold calling etc.,
· Reaching the right candidate directly or indirectly to get more details about the product he/she is dealing with, team management, reporting persons, to whom she/he reports, etc.,

· Validate each candidate.

· Mapping the team of a senior person in case of needed requirements.

· Generating the details of the candidate in ATS (Applicant Tracking System).

· Coordinating with the client till the candidate join.

End to End recruitment
· Internal recruitment for our branch office in Slovakia.
· End to end recruitment for our clients in Europe, South Africa, Dubai, India.
· Sourcing profiles through x-ray search, free portals, professional networking sites and through referrals as per the client's requirement.
· Screening the profiles, short listing and selecting the candidates in the preliminary round.

· Reaching out the candidates directly or through email, LinkedIn, Inmails, etc.,
· Briefing the candidate about the job profile, salary, about organization, etc.,
· Scheduling interviews (Telephonic interview, skype interview, f2f interview) for the selected candidates by coordinating with the client.
· Receiving and communicating feedback to the candidates and following up with the candidates till the candidate join the company and complete the joining formalities.

UK IT Recruiter - Anantha Cyber tech (Anantha Limited)
From June 2014 to Oct 2014

· Sound knowledge in entire recruitment Life Cycle from Sourcing, Screening, Selection, Salary / rate negotiations, preselection process and post offer process, etc.,
· Experience in sourcing profiles through various job boards (Monster, Jobsite, Total Jobs, IT Job Board) and networking sites (LinkedIn, Viadeo, Xing, etc.,) and Employee referrals and from network of candidates.
· Understanding the client’s requirements in retrospect of the candidate profile, job description, short listing the right candidate.
· Sourcing and screening candidates through creative sourcing techniques which include Self-Created database, referral generation, own network of contacts.

· Screening the profiles, short listing and selecting the candidates in the preliminary rounds.

· Briefing the candidate about the job profile, salary, about organization, etc.,

· Follow up with candidates for the interviews and joining.

· Preparing Daily, weekly and monthly reports.

· Maintaining systematic database of all candidates.
· Recruited candidates in permanent and contract-to hire positions.
· Meeting the number as per the target set by the reporting Manager.
HR Recruiter - Sukhvarsha Management Services Pvt Ltd
From March 2013 to June 2014
· Responsible for full life cycle recruiting.

· Understanding the client's requirement with respect to the Industry, Company and position and identifying the key skills and aptitude required for filling the position.

· Making use of effective recruitment and resourcing strategies such as focused reference generation, employee referrals, internal database, cold calling, and job portals like Naukri and Monster etc for sourcing the profiles of candidate.

· Creating Job requirement as per brief details from client and posted on various job portal, groups, forum to find the best and suitable candidates within required competitive rates or on Salary.

· Initial screening of resumes and talking to candidates over phone.

· Validating candidates as per different parameters like communication, technical skills, and relevant experience and Leadership skills.

· Coordinating and lining up the interviews for the clients.

· Scheduling interview for the candidates and coordinating with team members.

· Sending confirmation for the interview and fixing appointment for interview for candidates.

· Receiving and communicating feedback to the candidates and following up with the candidates till they finally join the company.

· Frequent Follow up with candidates for completing the joining formalities.

· Daily updating of complete database including New Joiners.

Technical Skills:
[image: image6.png]



· Office automation tools- MS office, MS Excel, MS PowerPoint, MS Outlook.

· Job portals – Naukri, Monster (India & US), Jobsite (UK), Jobserver (UK), IT Job board (UK), Total jobs (UK), Indeed (US), Viadeo (UK & France), Xing (UK & Germany)

· Others – LinkedIn, X-ray search, social networks.

Achievements: 
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· Awarded Pat on Back for the 2nd & 3rd Quarter of the year 2019 for End to End recruitment, Vendor Management and US Calling - Caresoft global Pvt LTD
· Awarded as Quarterly Performer for the 4th Quarter of the year 2017 - Superior Shared Services
· Awarded as Best Performer of the year 2015 - Superior Shared Services

· Awarded as Quarterly performer for the 3rd Quarter of the year 2015 - Superior Shared Services

· Awarded as Quarterly performer for the 2nd Quarter of the year 2015 - Superior Shared Services
· Awarded certificate for Winners of Tennikoit team in the Orientation Olympics held at Sri Shakthi Institute of Engineering & Technology for the year 2007-2008

· Awarded certificate for Winners of Ball Badminton team in the Orientation Olympics held at Sri Shakthi Institute of Engineering & Technology for the year 2007-2008
Declaration:
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         I do hereby declare that the particulars of information and facts stated herein above are true, correct and complete to the best of my knowledge and belief.

