Curriculum Vitae

OBJECTIVE:

A Challenging & Rewarding Career, which stimulate my growth & quest to work in a professional atmosphere that will enable me to cope up with emerging trends & technologies to widen the spectrum of my knowledge in the field of HR.

Professional Skills


Summary: 

· Responsible for full life-cycle recruiting services, including: defining position requirements, source qualified candidate, qualifying, interviewing, reference checking, compensation negotiation, and obtaining acceptance on all offers. 

· Use all methodologies of sourcing like internal database, headhunting, networking employee referrals and channel partners.

· Coordinating and meeting with the client for discussions and generating more vacancies.

· Ability to work independently and take initiative 

· Ability to manage multiple tasks in a pressure environment and deliver within deadlines. 

· Well developed communication skills and confident about team handling and client facing skills. 

WORK EXPERIENCE:     

Synoverge technologies Pvt Ltd            14th May 2012 to 11th Aug 2014
Designation:  HR Executive     
Key Responsibilities

· Responsible for Handling the Middle and Senior level Recruitments
· Maintaining Mandate trackers and sending it to reporting manager
· Maintaining daily tracker and updating the RSO
· Responsible for sourcing resumes For Niche Skills
· Screening and evaluating the candidates on their communication skill, attitude, etc., for the clients.

· Persistent follow-up to maintain a personal rapport with the selected candidates.

· Manage resume database, prepare and maintain Weekly and Monthly reports, analyze recruitment statistics.

· Posting the requirements in Jobsites, groups, etc. to get some more quality profiles to add in the database, and updating it.

· Head hunting 

· Have been responsible for organizing Walk – in interviews

· Coordinating the Interviews for the Weekends and the Weekdays.

· Client Handling

· Team Co-ordination.

Career Horizon                                            June 2009 to Jan 2010
Designation: - HR Executive  

       Key Responsibilities:
· Responsible for Handling the Middle and Senior level Recruitments.

· Maintaining Mandate trackers and sending it to reporting manager.

· Maintaining daily tracker and updating the RSO.

· Responsible for sourcing resumes For Niche Skills.

· Screening and evaluating the candidates on their communication skill, attitude, etc, for the clients.

· Persistent follow-up to maintain a personal rapport with the selected candidates.

· Manage resume database, prepare and maintain Weekly and Monthly reports, analyze recruitment statistics.

· Posting the requirements in Jobsites, groups, etc to get some more quality profiles to add in the database, and updating it.

· Head hunting 

· Have been responsible for organizing Walk – in interviews

· Coordinating the Interviews for the Weekends and the Weekdays.

· Client Handling

· Team Co-ordination.

QUALIFICATION: 

M.B.A (HR) from L. J. IMS (Gujarat University) with First class in 2009.

M. Com in Management from (Gujarat Usniversity) with Second class in 2007

B.B.A from L.J.Instittute (Gujarat University) with First class marks in 2004.
Projects Details

Summer Internship Project: HR practices at Patni computer systems ltd.

Projects undertaken at Graduation 

· Market research on Reliance Infocom 

Comparison and Analysis on Reliance Infocom with help of Various Analytical skills like likerts Scale in T.Y.B.B.A

· Report on Study of Consumer Behavior for Purchase of Auto gear with special reference to Activa Honda in M-com II

· Comparison and Analysis on Activa with reference to other Auto gear vehicles. Techniques used for Analysis are CHI-Square b) Likert Scale

Hobby

· Teaching 

· To Interact with New People

Computer Proficiency:

MS Office, Tally and Web Designing 

Languages Known

English, Hindi and Gujarati
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