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Objective: 
To seek expression in a reputed organization, which recognizes and provides ample opportunities for growth and innovation.
Summary:

HR professional having more than 9+ years of of experience in Recruitments for IT and Non IT verticals. Proficient in sourcing of candidates from diverse sources to provide recruitment solutions to the organization. 

Professional Experience:

Unikaihatsu Software:   (Major working on Japanese Software Projects)

DESIGNATION

: Sr.HR Officer
DURATION


: June 2010 to Present
Training & Development: Preparation of training schedule, approval, Co-ordination of Training Programs.

Recruitment & Selection: Management of the complete recruitment life cycle for sourcing the best talent from diverse sources after identification of manpower requirements through Job Sites and Campus Hiring.

Hold the preliminary interviews  of IT and Non IT staffs( Traslator –Japanese,Marketing,Admin etc) and schedule the interview for the immediate manager for the short listed candidates.

Preparation of Offer Letter.Joining Formalities.Giving HR Induction.

Co-ordinating For Campus Placement.

Have hands on experience working on major paid job sites like: Monster, Naukri & Times Jobs 
Used Networking sites like Linked In.
Attendance:  Doing attendance of HO as well as BO Employees every month.
COMPANY


: Universal Education Group
DESIGNATION

: Executive- HR

DURATION


: August 2009 to June 2010
Training & Development: Preparation of training calendar/plan, approval, Co-ordination of Training Programs.
Recruitment & Selection: Management of the complete recruitment life cycle for sourcing the best talent from diverse sources after identification of manpower requirements.
Hold the preliminary interviews  of teaching and Non teaching staff and schedule the interview for the immediate manager for the short listed candidates.

Preparation of Offe Letter.
General Administration: Arrangement of routine Meetings Organizing Conferences, Seminars, Training Programs, and Annual Tour etc.
· Hospitality Management: Booking of Hotels, Air & Railway Tickets, 
· House Keeping: Routine Housekeeping Check.

MIS Reporting:

· Updating of employee’s master data bank.

· Providing MIS report i.e. report on wise manpower summary,New Joinees. 

COMPANY


: S2 Infotech Pvt Ltd.

DESIGNATION

: Executive Recruitment 
DURATION


: November 2008 to April 2009
Work Profile: 
· Understand and analyze business requirements.

· Searching & pulling CVs from job portal & other Sources.

· Communicate with prospective candidates and check their availability for new positions.

· Kept track of submissions made to the sales team and follow up for interview set-up, post-interview feedback, open-channel communication with consultants until closure is fully final, closing the consultant and delivery to the project

· Have hands on experience working on major paid job sites like: Monster, Naukri & Times Jobs 
COMPANY


: Think People Solutions Pvt. Ltd.
DESIGNATION

: Recruitment Specialist
DURATION


: December 2005 to July 2008
Work Profile: 

· Recruitment for IT Company’s,from Software engineer till Practice Head.
· Searching & pulling CVs from job portal & other Sources.

· Communicate with prospective candidates and check their availability for new positions.

· Co-ordination with Clients regarding shortlistimg, Interview Schedule,Feedback, Joining.
· Have hands on experience working on major paid job sites like: Monster, Naukri & Times Jobs 
Educational qualification:

· B.Com from  Marylebone University.

· H.S.C.Mumbai 
· SSC Mumbai
Skills and Abilities:
· Excellent knowledge about Screening and validating the resumes searched from job boards and database. Able to understand consultant willingness and area of interest.

· Handling employee database. Responsible for making the recruitment related process documents and manuals. 

· Excellent interpersonal skills and an innate ability to provide motivation and open innovative ideas for best possible solution.
· Strong problem solving, analytical and Communication skills and ability to master new Technologies and capable of working in groups.
· To Work Independently And As Part Of A Team.
· Hands on experiecne on MS Office, Outlook Express & Internet.
Personal Profile:
Date of Birth



22nd May, 1982
Father’s name



Mr. Ajay G.Raval
Gender



Male

Nationality



Indian

Martial Status



Married

Languages Known


English, Hindi, and Gujrati.

Personal Attribute                         Good team work, 

Good communication skill. 
