                                                                                                       E-mail: rashmitap13@yahoo.com
RASHMITA PRADHAN
Mobile: +91-9704775706    
VISION & OBJECTIVE:      
Taking responsibilities and completing the assigned job and achieve goals set by the organization by utilizing my experience and skills.
AREA OF EXPERTISE:
                • Recruitment                  • Time-Management          

               • Team Building                • Leadership   
SUMMARY:

· Domains handled were for IT/Non-IT.
· Experience in complete end to end recruitment.
· Recruited IT professionals for Contract-To-Hire, Contract positions and Permanent Positions.
· Understanding the client's requirement thoroughly.
· Handle recruitments through various means like referrals job portals like (Naukri, Monster, etc).
· Screening, Short listing, conducting preliminary interviews prior to sending it to the client.
· Co-ordinate with the candidates for availability and interviews.
· Intimating the results and status of the interview to the candidates.
· Salary and Date of joining, negotiations with the candidates and make placements.
· Gain referrals from candidates and associates
· Maintaining an active database of candidates with different skill sets
 
PROFESSIONAL EXPERIENCE:
1nd Company

Name of the Organization

: MADHU INFO PVT LTD                  
Designation                       

: IT Recruiter

Location                        

: Hyderabad
Duration



:( March 2013 – Nov 2014)
2rd Company
Name of the Organization

: PROXIMO TECH SOFT
Designation                       

: IT Recruiter

Location                        

: Hyderabad
Duration



:( April 2015– Dec 2015)
3rd Company

Name of the Organization

: Kollasoft India Pvt Ltd 
Designation                       

:   Senior Recruiter           


Hyderabad
Duration



:( Jan 2016– Till date)
ROLES & RESPONSIBILITIES:
· Responsible for full life-cycle recruitment and placement for the requirement given. 

· Involved in process of Hiring from (Sourcing, Screening, and Scheduling, Coordinating interviews) 

· Extensive use of Internet recruiting tools of various job boards and sites like Naukri.com to source right professionals. 

· Understanding the Requirements in order to effectively present the company's opportunities to the right candidates.
· Screening and short-listing the candidatures in accordance to the requirements
· Coordinating and scheduling technical and client interviews. 

· Conducting preliminary discussion with candidates to ascertain their competencies, skills and aspirations (based on work, position, salary and relocation etc).
· Explore all channels of recruitments like taking references from existing candidates etc. for sourcing of the right candidates.
· Develop continuous pipeline of candidates to provide backup. 

· Constant follow up with the candidate until the verdict is on-board and keeping a healthy relationship to get references for future requirements.
· Handling escalations and ability to work under client pressure 

· Experienced in preparing job advertisements and posting on job portals 

· Experienced with the process of sending bulk emails, bulk sms to candidates or vendors.
· Working for various clients on critical demands.
· Maintaining up to date records of recruitment activities, headhunting and generating leads.

· Handling different clients simultaneously.

· Creating a pool of potentially suitable candidates based on region, skill sets.
KEY SKILLS EXPERIENCE:  Java, .Net, Manual/Automation/Functional Testing, Oracle DBA, Sql DBA, DB2 DBA, Data Stage, Oracle Apps, Pl/Sql, T-sql, MSBI, ETL Testing, Business Analyst, and BI Developer etc.
IT Skills:
· Operating Systems: Windows 7, Windows XP

· MS Office- Well versed in Excel, MS Word.
EDUCATIONAL QUALIFICATION:

· SSC from Hirlipali High School, Odisha.
· Bachelor of Arts in Hindi from Bargarh Women’s College, Odisha.
· Post Graduate in History from Jyoti Vihar University, Sambalpur Odisha.
STRENGTHS:
· Good Communication skills-both oral & written.

· Efficient inter personal skills.

· A Quick learner keeping in pace with the latest technological changes

· Effective presentation and management skills
· Having experience in teaching profession

PERSONAL DETAILS
                 Address
                    : Kondapur, Hi-tech city
                 Marital status                  : Single.
                 Sex                                    : Female

    Languages Known          : English, Hindi, and Odia.  
I declare that the information provided is true and to the best of my knowledge.









(RASHMITA PRADHAN) 
