CURRICULUM VITAE

Name – Kajal Srivastava 
Mobile Number – 7905168868 
Email Address – ksrivastava526@gmail.com

Career Objective
To obtain a position in an organization where I will apply and enhance my skill by ensuring my responsive performance to work for the growth of the organization.
Summary of Experience
· 3+ Years of Experience IT Recruitment.
· Exposure to Complete Recruitment life cycle. Expertise in Job assessment, Sourcing, Screening of resume, Initial screening, Interview and follow-up
· Good in sourcing and pre-screening the candidates against a specific requirement.
· High perfection on hiring the candidates for full-time.
· Contract to Hire/Contract opportunities.

Organizational Experience
· Working as a Recruitment Executive at HireX APAC, Noida from Nov 2023 – till date
· Worked as Senior IT Recruiter at Saral Infotech Solution, Noida from June 2023-Nov 2023
· Worked as senior IT Recruiter at Innova Enterprise Solution Inc. (ESI), Noida from March 2022- June 2023.
· Worked as a Technical Recruiter at Unicode Systems Pvt Limited, Lucknow from Oct 2021 to March 2022.

Clients Worked for

· TCS, WIPRO, CAPGEMINI, STL, LTI, TECH MAHINDRA, IBM, CMSIT, Ascendion.

Job Responsibility

· Source potential candidates on various niche IT roles.
·  Craft and send personalized recruiting emails with current job openings to candidates. 
· Conduct phone and in person interviews, review resumes and evaluate candidates to find the most qualified IT professional for client's requirements. 
· Responsible for continuously updating and maintaining recruiter database for daily activity pipeline management and forecasting data.
· End to End involvement in IT Staffing.
· Go thoroughly through job description.
· Responsible for handling the complete recruitment life cycle for high-end or niche requirements for the assigned client.
· Sourcing the candidates through job portals like Naukri, Monster and Linked in.
· Initial Screening of candidates through telephonic interviews.
· Handling the both contractual and permanent staffing.
· Updating and maintaining CV database for efficient search.
· Coordinating with the Interview panels for interviews of shortlisted candidates.
· Initiating offer letters to the selected candidates.
· Communicating with hiring managers to identify future job openings and the technical requirements for those jobs. 
· Writing job descriptions and posting to relevant media platforms. 
· Screening applicants for competency with the job requirements. 
· Arranging telephone, video, or in-person interviews. 
· Performing background and reference checks.
· Responsible for maintaining and communicating candidate follow-up and status updates on a regular basis. 
· Presenting the resumes of the most suitable candidates to the hiring manager. 
· Offering job positions and completing the relevant paperwork. 
· Effectively manage multiple job requisitions and deliver on a high-volume basis.
· Keeping track of all applicants as well as keeping applicants informed on the application process.

Professional Qualification

MBA in HR (major) and Marketing (minor) Completed from SRM Business School (affiliated to Dr. A.P.J Abdul Kalam Technical University) in 2021.

Academic Qualification

	Degree
	Institute
	Board of University
	Year
	Percentage

	BSc (Mathematics)
	Mahila Vidyalaya Degree College Lucknow
	Lucknow University
	2019
	61%

	Intermediate
	Bright Land Inter College Lucknow
	UP Board
	2016
	85%

	High School
	Lucknow Academy High School Lucknow
	UP Board
	2014
	84%




Achievement

· Participated in the Introduction to Computers Training organized by the Spoken Tutorial Project, IIT Bombay. 
· Participated in the State Level Conference on Integrating Science with Society. 
· Received certificate after completion of training in Legal Awareness Training Program.
· Participated in Knockdown the Lockdown online course offered by TCSiON. 
· Received certificate after completion of Internship in Internmind on Digital Marketing.


Language Known

· Hindi 
· English 

Strengths 

· Patience 
· Convincing Skills 
· Smart Worker 
· Quick Learner 
· Good Communication Hobbies 
· Exploring ideas 
· Singing 
· Teaching 






Personal Detail 

Name 		– Kajal Srivastava 
Date of Birth 	– 02 March 2000 
Father Name 	– Arvind Kumar Srivastava 
Mother Name	 – Uma Devi Srivastava 
Address 	– 538 GHA/103 Patauraganj Triveni Nagar 1 Lucknow 
Nationality 	– Indian 
Marital Status 	– Unmarried 

Declaration 
I declare that all the above information is correct. 

Date
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