Shalini Kumari
Female | 25 | 9264259488 |shalinik668@gmail.com | Gurgaon
Total Experience – 2 Years
www.linkedin.com/in/shalini-singh-30765819a

	ACADEMIC QUALIFICATIONS

	Qualifications
	Year
	College/School/Institute
	Result
	

	BCOM (Acc. Hons)

MBA
	   2019

2022
	Gossner College Ranchi

      Chandīgarh Group of Colleges, Landran
	68

82.1
	

	PROFESSIONAL EXPERIENCE

	

BIGTREE RESOURCE MGT. PVT. LTD
(Executive-Talent Acquisition)
July’23 – Till Now
	
· Handling end-to-end recruitment, right from understanding the position, sourcing resumes, screening the candidates, scheduling their interviews, negotiating and closing the offers, and releasing the offer letters after obtaining necessary approvals.
· Working for clients like Fortune 500 Companies, Product Companies, Service Companies, FMCG, Food processing, Industrial Automation, Designs and   Manufacturing, Chemicals, Advertising Agencies, BPO,  BFSI, Banking and Insurance, Real Estate, Supply Chain and Logistics, Medical / Pharmaceutical, Building Material, Paints, Electrical/Electronic Manufacturing, Energy, power /steel /oil and gas etc.
· Coordinating with the candidates to ensure smooth onboarding till the induction of the employees.
· Conduct initial screening interviews, telephone interviews, and face-to-face interviews with prospective applicants
· Facilitate full-cycle recruitment process across all business lines and source candidates through proven Recruitment channels like Referrals, Databases, Job boards, and social media.
· Worked on Sourcing Platforms like Naukri, LinkedIn, Shine, and Boolean Search.
· Worked on bulk hiring, lateral hiring, mass hiring and niche positions with great turnaround and closure time.
· Responsible for employee Relations, Recruitment coordination, HR Interviews, and salary Negotiation Scenarios.
· Sourced resumes to select best-qualified candidates and interviewed candidates to assess qualifications better. .
· Good sourcing skills to close positions quickly within a given TAT.
· Expertise in Non –IT roles (Sales, finance, marketing, etc )
· Experience with recruitment databases, Applicant Tracking Systems (ATS), candidate sourcing tools, job sites, and LinkedIn promotion  tactics.
· Writing job descriptions and posting to relevant media platforms.
· Conducting telephone, video, or in-person interviews.
· Training interns/ New joiners.
· Develop and maintain recruitment dashboards, management information systems (MIS), and reporting mechanisms to track recruitment metrics and performance indicators.


CONNECT BPO SERVICES
(HR RECRUITER) 
JAN’23 – MAY’23

· Responsible for End-to-End Recruitment.
· Conduct interviews via Google meet and face to face round.
· Responsible for Internal hiring as well as hiring for Client. 
· Coordinating with client regarding open Mandate and hiring needs. 
· Sourcing applicants via LinkedIn, Naukri, Shine and other job boards and also through Cold calling. 
· Maintaining proper trackers for the sourced candidate. 
· Take ownership of candidate experience by designing and managing it. 
· Develop job postings, job descriptions, and position requirements 
· Manage onboarding and new hire process 
· Stay abreast of recruiting trends and best practices. 
· Ensure all screening, hiring, and selection is done in accordance




	AWARDS

	
· Recognized with appreciation gifts for outstanding work.
· Awarded as Outstanding Sourcer.

	ADDITIONAL INFORMATION

	Skills
	MSOffice, Excel, PowerPoint; Communication Skills, Leadership Skills, Team Player. Decision Making

	Hobbies
	Exploring new places, Reading, Meeting and Interacting with new people.

	Languages Known
	English, Hindi



