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Recruiting Tools
LinkedIn Recruiter | Monster Talent CRM | Indeed | CEIPA| PCRecruiter| 
 | Application Tracking Systems | Dices |
Recruitment Skills

· Talent Assessment & Acquisition

· Candidate Sourcing & Screening

· Advanced Boolean Searches

· Exempt & Non-Exempt Staffing

· Executive Recruiting

· High-Volume Staffing

· Offer Negotiations

· Placement & Onboarding

· ATS & Recruiting Software

· Social Media Recruiting Tools

· Employment Law & HR Affairs

· Client Relationship Management
SUMMARY
· Extensive 4+ Years of experience in the field of IT (US - Staffing)

· Expert in Bench Sales including of H1B s, TN s, GC s, USC s & EAD s

· Coordinating with the consultant in order to know their comfortableness with the requirement before submitting to the Vendor.

· Posting the resume on all job portals like Dice, Monster, and social networking portals etc.

· Submitting the consultants to all the suitable job postings on all portals.

· Broadcasting the Profile of the consultant and the Holist of the company on a periodical basis.

· Track the submissions and make regular follow-ups.

· Reaching out for the maximum number of open requirements in the market.

· Intimate the entire team regarding client submissions to avoid duplications.

· Inform the consultant regarding the vendor calls and end client interview schedules.

· Prepare the consultants for the end client interviews.

· Ensure prompt delivery of the consultants.

· Negotiate rates with the Vendors/ Clients.

· Taking care of the Consultants whether they are comfortable with the work environment.

· Talking to the Vendors regarding the performance of the consultant and the quires that the consultant brings to my notice.

· Maintaining Good interpersonal Relation with the Client and the Vendors.

· Identifying potential Vendors and maintaining a healthy relation with them

· Besides working on Bench Guys, got handsome experience working on the Direct Client Requirements of our Recruiting Team.

Education
1) Degree : Bachelor of Commerce PMV College, Hyderabad: 80%
2) Master: MA English, MANUU, Hyderabad (2013-2015) – 82%

Professional Experience:
Summit work Inc, 






April 2018 - Till date

Senior Bench Sales 
Job Description 
· As a Bench Sales Recruiter was involved in selling the bench consultants, including searching, qualifying, scheduling interviews, rate negotiations, and closing.

· Involved in sales i.e., bench consultants to the Vendors and Clients for the requirements.

· Searching the requirements for the allotted bench from portals, groups and with contacts. Sharing the requirements with the consultants by his/her comfort ability used to submit the resume to the recruiter.

· Speaking with the recruiters regarding the rate and getting the best as suggested by management.

· Worked extensively on marketing bench consultants.

· Interacting with Tier one Vendors and making new vendors to the company

· Involved in marketing of consultants on bench to the preferred vendors.

· Getting requirements for bench consultants from various sources like Prime Vendors, job portals and other Networking sites.

· Keeping track of the start and end dates of the bench consultants

· Maintain daily & weekly status lists of all activities through MS Excel.

· Set up interviews and closed candidates for various positions.

· Process candidates from initial contact through entire interview/placement process which includes interview scheduling and follow up.

· Actively involved in marketing of consultants on bench to the preferred vendors.

· Responsibilities include calling on prime vendors, developing corporate account relationships, presenting consultants, negotiating and finalizing contracts.

· Negotiating rate with vendors & managing the long term relations with them. Maintained the database of rolled off consultants, getting their resumes ready as well as keep track of contract details such as project extensions, start and end dates for existing resources.

· Keep track of candidates’ roll off time (at least 2 weeks before) and getting their updated resume ready to market.

· Finding best projects to consultants using my tier one contacts and through different web portals like Dice, corp - corp, Monster, Career builder, Net-temps, Job serve, computer jobs, and professional networking sites such as Linked IN.

· Worked with prime vendors to avoid middle layers.

· Maintained good relationship with prime vendors to get future requirements.

Orion Tek Inc., 







Bench Sales & 





January 2017 – March, 2018

US IT Recruiting 





January, 2016 – December, 2017 
Experienced IT Recruiter with a demonstrated history of one year of working in the information technology and services industry
 

Job Description: 
· Skilled in Speaking/Emailing to the screened/short-listed resumes and checking their availability and interests and also Checking placement status and acceptance of confirmation in Vendor Management System (VMS), Microsoft Word, Technical Recruiting, Internet Recruiting, Screening, and Leadership.

· Strong human resources professional with a Bachelor of Technology (B.Tech) focused in computer science.

· Proficiency in handling sensitive employee relationship issues, Ability to strategically source and mine for unique skill sets.

· Experienced with clients of various domains: Information Technology, Bioinformatics, Pharmaceutical, Healthcare, Investment Banking, Telecom, Engineering, Hardware, IT Software’s and Manufacturing, etc.

· Excellent resume sourcing skills from different job boards including www.monster.com, www.dice.com, www.careerbuilder.com as well as from various professional and social networking sites like LinkedIn, Indeed, Ladders.

· Submitting the short listed resumes to the preferred vendors and coordinating in arranging interviews with the clients and following up with the preferred vendors for client's feedback.

· Ensure that all new candidates paperwork is completed and in compliance with Corporate guidelines.

· Good Negotiation and Closure skills with strong emphasis on Client/Candidate relationship management.

· Ability to Stretch as per Business requirement and can handle additional responsibilities.

· Work closely with the Boolean keywords and operators on job boards for particular requirements.

· Mass mailing through Outlook to candidates for job description for the positions.

· Daily and weekly reporting to the client.

· Mostly Worked with requirements like Project Manager, Business Analyst, Web designer, Web Developer, Java Developer/architect, System Engineer, Test Engineer, Mainframe Programmer Analyst, SDET Lead/QA Analyst, Mobile Tester, SAP FICO, SAP HANA, SAP basis Consultant, System/Unix/VM Ware/Linux Admin, ERP Analyst, Database Developer, SharePoint Developer/Admin, BA, Project manager, JAVA Developer, Hadoop Developer, helpdesk, Network Engineer, Security Engineer, JDA, Embedded Designer, .NET developer, BI Tester, Technical Writer etc..

· Maintaining and updating the database of the candidates.

· Sourcing the right candidates, Conducting Interviews and short listing the candidates, using group postings in personal database 

· Worked on different domain requirements like IT, aviation, healthcare, transportation, Engineering, power & energy, etc.

· Ability to co-ordinate corporate meetings with clients, on mails/conference calls/F2F.


UGC NET, Hyderabad




April, 2007 – December 2015

Role: Administrative Assistant & Sr. HR 

Responsibilities:
· Recruitment by open advertisement, screening of applications, conducting interviews/tests, offer of appointment, placements, conducting reviews for probation clearing and test for promotion and direct selection, identifying training needs of the personnel handling visas, tickets, overseas insurance etc.

· Supervisions of Personal Files, all establishments’ matters; Grant of leave/TA/DA etc.

· Supervision of attendance, punctuality, discipline, attending to disciplinary cases, departmental inquires, Labor Court cases, liaison with legal advisers and other government agencies.

· Supervision/marking of incoming mail; dispatch by speed post, courier/fax; Payment of telephone bills, reimbursement of telephone expenses, air ticket bills checking and clearing for payment.

· Engagement of casual/contact workers and payment of wages.

· Deduction of income tax from salaries and contractor’s bills

· Passing of bills of suppliers/contractors for consumables and non-consumables items. Liaison with government agencies.
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