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CAREER SNAPSHOT
· 2.6 years of experience as Talent Acquisition Executive in Appointment Cell
· Independently handled various IT/Non IT roles across multiple domains such as information technology, FMCG, Automobile, Manufacturing etc.
· Spearheaded talent acquisition efforts for a diverse range of positions, including Artificial Intelligence Specialist, Cyber security Specialist, Wealth Managers, Project Managers, Full Stack Developers, Digital Marketing Specialists, Area Sales Managers etc
· Utilized a variety of sourcing strategies, including job portals (Naukri, LinkedIN, Times Jobs), social media, networking events, internal job board and referrals, Job postings to attract top talent.
· Led a team of recruiters, providing guidance, coaching, and support on all aspects of recruitment process such as sourcing, Identifying, interviewing, evaluating, pre-screening to ensure the team's success in meeting hiring goals.
· Dealing with divulgence check of the candidate & Conducted comprehensive candidate screenings, interviews, and assessments to evaluate qualifications, skills 
· Developed and maintained strong relationships with hiring managers to understand their talent needs and provide strategic recruitment solutions.
· Collaborated with HR and business leaders to continuously improve recruitment processes and procedures.
SKILLS
Communication Skills Requirement Gathering  End-To-End recruitment  IT/Non IT Recruitment Head Hunting Full Cycle Recruiting IT Recruitment Non IT Recruitment  Team Management

CAREER PROGRESSION
Appointment Cell| June 2024- Till Date (Gurgaon)

Key Accounts Manager (HR)-Recruitment
· Managed the end-to-end recruitment process for various technical and non-technical positions, from job posting to offer acceptance.
· Sourced candidates through multiple channels, including job boards, social media, professional networks, and employee referrals.
· Managed to do head hunting according to client’s requirement.
· Actively working to attract new clients and drive business growth for the company.
· Managing a diverse client base, including those from both IT and non-IT sectors.
· Assisting my team in sourcing suitable profiles by understanding and translating hiring managers' requirements, and providing feedback to the team.
· Conducting weekly meetings to discuss hiring strategies, review feedback, and adjust approaches as needed and taking feedbacks to ensure smooth recruitment process.
· Overseeing and managing employee attendance to ensure accuracy and compliance.



Appointment Cell| June 2022- April 2024 (Gurgaon)

Talent Acquisition Executive

· Well versed with client requirements to find top talent with diverse skill categories & Successfully recruited talent for renowned clients ranging from-
· IT companies- NielsenIQ, Orange Mantra, Securiton India, MTech Soft
· Manufacturing- Saint Gobain, Magppie, Prime Cable Industries 
· e-commerce companies- Floweraura, Bakingo
· HVAC Domain- Unique Engineers Pvt Ltd, APC Engineers, YMY Infratech Pvt Ltd, Edgetech Air Systems
· Fintech- Grant Thornton, Data Cultr, OnionPay, AKGVG & Associates(CA Firm)
· [bookmark: _GoBack]Automobile Sector- Galaxy Auto Works, Saint Gobain, Trac Auto Transmission
· FMCG- Chukde, Otangta7 Pvt Ltd and many more.
· Crafted job description and designed ads for job posting using canva
· Conducted initial screenings and interviews to assess candidate qualifications, skills.
· Coordinated interviews with hiring managers and facilitated the selection process. 
· Negotiated job offers and managed the offer acceptance process.
· Maintained accurate and up-to-date candidate records & provided regular updates to hiring managers and stakeholders on recruitment progress.
Orange Health| Customer Support Executive| Feb 2022- June 2022

ORDER MANAGEMENT SPECIALIST
· Perform or drive OMS, data base tasks completion such as order data and billing information 
· Maintaining data on LIS to check status of pending reports, to check whether the sample is received and sent for the processing or not
· Responsible for screening of candidates to ensure their qualifications meet open positions, present job opportunities such as YM(Yellow Messenger) or OMS
· Managed a team of support representatives & maximized productivity by training them for right test
· Responsible for suggesting right test by understanding the prescriptions provided by doctors
· Maintain good client relationship and retain the client
· Proactively and continuously keep the customer informed about the status of the reports, sample collection process		

		CERTIFICATIONS
· Shanghai Jiao Tong University: Chinese Language Certification
SCHOLASTIC CREDENTIALS & COURSES ATTENDED
· MBA (HRM _Specialization)- Narsee Monjee University (76%, April 2024)
· M. Tech from GJUST, Hisar (73.47%, 2016) 
· B. Tech. (Electronics & Communication Engineering, GJUST, Hisar, (66.43%, 2013)
· Diploma in Govt. Polytechnic Mandi Adampur (79.47%, 2010)
· Class X, Daffodils Public School, Fatehabad (65.80% , 2006) 

PERSONAL MINUTIAE 
Date of Birth:			16th August, 1991
Linguistic Proficiency:	English, Hindi, Punjabi and Basic Chinese





Date:                                                                                                                                                                               
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