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Objective:
To achieve the excellence in my career by providing best possible services to the organization in the shortest possible time with the highest professionalism, and value in work.
Summary:
· Having 3.10 years of experience in end to end Recruitment.

· As a recruiter work closely with hiring managers in various departments to define recruitment needs and plan the hiring process

· Design and implement overall recruiting strategy

· Develop and update job descriptions and job specifications

· Perform job and task analysis to document job requirements and objectives

· Manage all communication with candidates from the moment they apply until they get onboard

· Source candidates on job boards, resume databases, professional networks, social media and through referrals

· Interview candidates at various stages of the hiring process (phone screening calls, video interviews and in-person meetings)

· Organize hiring events and participate in job fairs to network with potential candidates

· Onboard new employees in order to become fully integrated

· Monitor and apply HR recruiting best practices

· Provide analytical and well documented recruiting reports to the rest of the team

· Act as a point of contact and build influential candidate relationships during the selection process

· Promote company’s reputation as “best place to work”

· Hands-on experience with SuccessFactors recruiting software.

Skills Hired 
· Pega (CLSA, CSSA, CPMC, CPDC, CPBA, CRSA Open Span)

· Pega Smart Dispute

· Testing (Manual/Automation/Pega testing)
· Project Manager
· Scrum master

· Business Analyst

· Duck Creek

· DevOps Admin
· Axiom Developer

· SharePoint

· Angular

· ReactJS

Working Experience:
· Currently working as a HR Executive with Larsen & Toubro Infotech (LTI) Limited from Oct 2016 to till date.
Roles & Responsibilities:
· Recruitment & Selection
· Managing the complete Recruitment life-cycle for sourcing the best talent from diverse sources.

· Sourcing profiles from various avenues including internal database, job portals, & employee referrals.

· Pre-screening profiles & short-listing candidates based on their Skill set.

· Evaluating the candidate's skills and competencies including communication skills, inter-personal skills, and confidence level.

· Conducting Initial Level face to face interviews, Telephonic or Skype Interviews

· Scheduling interviews for candidates with the concerned department head
· Maintaining MIS reports of the recruitment, selection & rejection.

· Coordinate with client & candidates.

· Post offer Negotiations – Role, Salary, and Location & DOJ.
· Follow up with the candidates to ensure that the candidates once confirmed, join the organization.
· Joining Formalities / Induction & Orientation
· Collecting documents from candidates after offer letter is released & verifying them
· Conducting Background Verification/ Reference Checks

· Issuing & maintaining Offer and Appointment letters.  

· Maintaining personal files of all employees & to maintain their database.        

· Conducting Induction Programs for the newly joined employees

· Introducing new joiner to the concern departments.

· Issuing Company ID card, generating employee ID & official email-id.

· Other HR-Activities:

· Screening, sourcing the candidates from database and job portal like LinkedIn, Naukri Job.

· Conducting Telephonic Interviews and Scheduling face to face interviews with the clients.

· Evaluate the candidate by conducting preliminary interview.
· Collating interview feedback from hiring managers on a regular basis.
· Negotiate the salary with the candidates according to the company norms.

· Handling Recruitment Activities Mass Mailing, Head hunting, job posting.
· Identifying End-Clients and generating leads for Resource Mgmt. and Staff Augmentations

· Building relationship with new vendors to generate business.

· Responsible for sourcing talented candidates according to the Job description of the process. 

· Coordinating with clients and the candidates till end to end Recruitment process.

· Updating and maintaining HR database tracker daily/weekly

· Providing reports on a daily/weekly/monthly basis
· Constant support during Hiring Drives or Recruitment activities
· Handling Recruitment for Non-Technical & Technical Profile.

· Exit Formalities
· Processing Exit Interviews Questionnaire & No dues documents for Clearance on the basis of resignations.
· Relieving Formalities & Preparing and Issuing Experience Letters.
Educational Qualification:

· MBA (HR) from Sri Venkateshwara University, Tirupati.

· Bachelor of Science (MPC) from Sri Venkateshwara University, Tirupati.
