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Executive Synopsis     


· I Have around 1 Year of experience into HR Recruitment and Operations.
· Experience in Contract, Contract to Hire & Permanent hiring.  
· Possess excellent knowledge of recruiting and hiring processes including sourcing, Screening, Scheduling Interviews.
· Experience in sourcing through different portals Naukri.
· Experience in mass mailing and job posting in portals like Naukri.
· Experience in Contract, Contract to Hire & Permanent hiring.
· Interviewing, Scheduling Interviews, reference checking, Salary negotiations.
· An energetic and highly motivated individual with excellent communication skills.
· Maintaining strong follow up with the candidates. Maintaining strong follow up with the candidates.
· Having creative problem solving, quick and independent learning skill. 



Career Highlights

Areas of Experience:

· Bulk Hiring– It was done via different vendors and employees were hired in bulk every week. Handling Walk-In Interviews depending upon the bulk requirements, setting up the interview panel and Coordination.
· Recruitments – Shortlisting/Hiring candidates either via vendors, job portals, company sites, employee’s referrals or via internal job postings. Extensive experience on complete recruitment life cycle for sourcing the best talent from diverse sources. Planning man power requirements in consultation with various functional heads & operational areas. Understanding the Requirements and preparation of Job descriptions and working internal database and Job Portals & print media like Paper advertisements. Screening, and Scrutinizing of Resumes and Conducting Preliminary HR Interview. Coordinating with the technical panel for scheduling the interviews for the short-listed candidates, updating candidates with feedbacks, follow up till candidates come onbo3ard and Having experience in Permanent &C2H recruitment.
· Recruitment (Operations) – Responsible for end to end hiring of bulk candidates from Agency. Responsible for creating their whole candidature on synergy and releasing their offer letter.
·    Training & Development – Training Coordination, Coordination with External & Internal Vendors for sessions according to their availability, Responsible for Deploying Virtual & Classroom sessions.
·    Internal Job Posting – Responsible for the internal recruiting that is done via internal job posting.
              Generate daily reports and reporting the same to Head - HR.
· Generate Resume database for the upcoming requirements through the main sources like job portals, advertisement, mass mailers, employee referral schemes, personal contact etc.
· Joining formalities, Induction of new recruits and Training.
· Responsible for updating/maintaining all personal files regularly.
· Maintain H.R. related records on monthly / yearly basis i.e. Employee Data Base, Leave Records for Regular employees, Increment Detail, and Leave without pay records etc.

Clients Handled: WIPRO (Service Based Company), TESCO (Product Based Company)
 
Responsibilities: 

· Handling end to end recruitment i.e Recruitment life cycle management (RLCM).
· Sourcing candidates using various job portals, resume databases, headhunting, job postings, mass mailing and referrals. Screening the candidates by assessing their qualifications, technical skills, communication skills and interest.
· Short-listing and scrutinizing the profiles as per the requirements.
· Conducting preliminary telephonic interview & HR selection rounds and identifying the right candidates to be scheduled for the final interview with the technical panel.
· Doing the background check for the candidates from their current & previous companies before final submission.
· Post offer follow ups with the candidate’s w.r.t date of joining.
· Actively involved in interacting with the hiring managers to get an insight about the requisition and arranging for the interview sessions and strategizing the work flow.
· Follow up with hiring manager to coordinate the interviews & feedback.
· Been responsible for massive hiring drives been conducted across businesses and closing the positions in tight deadlines.
· MIS and database management.
· Meeting the set targets every month

Education Qualification:
· MBA (HR) Gonna Institute of Information Technology, passed in year 2023 
· BTech(C.S.E) Avanthi’s Research and Technological Academy, Kakinada JNTU, passed in year 2014
· Board of Intermediate Education from Sri Chaitanya Junior College passed in 2010 
· S.S.C from M.N.R High School, Visakhapatnam passed in year 2008 

Working Experience :

· Worked as a IT RECRUITER at PRIMUS GLOBAL TECHNOLOGIES from Aug 2021 to July  2022.
· Worked as a Freelancer at TCS ION digitals from Sep 2019 to Aug 2021.
· Worked as a Junior GIS Engineer at CYIENT Limited from Dec 2015 to Dec 2016
 


Personal Ability and Key Strength
· Good at interacting with people
· Ability to Multi-task
· Team leading Ability
· Creative
· Responsible
· Good analytical & reasoning skills.  
· Decisive
· Result Oriented 
· People Friendly

Personal Information
· Date of birth: 03th March 1993
· Marital status: Married
· Languages known: English, Telugu.

Declaration :

I hereby declare that above information is correct to the best of my knowledge and belief.


Place : Visakhapatnam                                                                                    B Chandini



