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CAREER OBJECTIVE
To become an asset to the organization by giving a comprehensive understanding to different operations and taking up early responsibilities. Seeking a challenging and growth oriented career to enhance my skills.

EXPERIENCE SUMMARY
I have fifteen years of total experience in Recruitment, Manpower Resources, Client Development, documentation and working with NGO’s.
ACADEMIC QUALIFICATION
	COURSE
	   COLLEGE/UNIVERSITY
	YEAR OF PASSING

	MBA - HR & Business Administration
	National Institute of Management, Delhi 
	            2010
       

	Certificate in Guidance 
	IGNOU
	            2006

	M.A. (Public Administration)
	Himachal University, Shimla
	            2004

	B.A.(Pass Course)
	Delhi University, Delhi
	            2000

	SSC
	Air Force Sen. Sec. School
	            1997

	HSC
	Air Force Sen. Sec. School
	            1995


TECHNICAL SKILLS
	Languages & S/W tools:
	Team Center Enterprise, MS-Office, Auto Cad.

	Databases:
	MS Access

	Operating System:
	MS Windows 9x/NT.


PROFESSIONAL EXPERIENCE
Worked with HR Venture Consultancy Services as Manager Recruitment and Business Development from Aug 2010 To Nov 2017.
Conceptia Software Tech. Pvt Ltd, New Delhi (May 2008 to July 2010) as Documentation Officer
Don Bosco Ashalayam, New Delhi (Aug 2002 to Nov 2007) as Childline Team Member
Projects: 

Manager Recruitment and Business Development at HR Venture Consultancy Services

·  Manage HR Administration activities, include leave and attendance 
· Handling entire gamut of recruitment and business development.
·  Manage appraisal process in accordance with company policies.
·  Address all staff related issues with the Head of Department and assist in disciplinary proceedings wherever necessary.
·  Devise methods to improve interpersonal relations and teamwork in the organization.
· Negotiate salary with candidates, frequent follow up with the candidates until they join the clients.

·  Handling a team of 6 executives.
· Proficiency in developing job description, effective advertising strategies, visibility on the net through descriptive job postings on to various job portals, Company website.
· Short listing, screening C’vs from available Database, and user network. 

· Attract, pre-screen and determine qualified candidates on the telephone / in person.

· Responsible for recruitments of Executive Staff at various levels – junior, middle and senior, involving all modes of talent acquisition – industry referencing, job portal search, job postings and networking, as required.

· Devise plans for sourcing from different channels – Internal and external database search, close hiring of candidates, co-ordinate with managers for finalizing interviewing panels and agencies. 

Having good exposure in Logistics, Building Material, Sanitary and Ceramics and Automobile industries 
PDM (Product Data Management)   
Conceptia Software Pvt. Ltd., New Delhi
Duration:  May 08 to July 10



Role: Team member

Software Tool: Teamcenter Enterprise, MS Access and Auto Cad.
Description: The PDM System is developed to manage all the designed data, documents and related processes effectively. It’s a tool to manage the whole design process of boats and ships at the organization. The major responsibilities included –
· Worked extensively on MS-Office and Auto Cad.
· Maintained and co-ordinated the database for different projects.
· Trouble shooting queries of users.
· Gave end user training and assistance to different groups at the client site.
Empowerment of street children

Don Bosco Ashalayam, New Delhi 
Duration:  Aug 2002 to Nov 2006

Role: Project Coordinator and administration 
Description: Involved with Child line Project which was basically for empowerment of street children and included the following tasks –

· Counselling children 

· Handling cases of rescue, rape, accidents, etc.

· Maintaining and updating the required records.
· Make power point presentations.

· Keep the record of attendance.

· Keep the petty cash and manage it.

· Effective utilization of current and prospective workforce members
· Arrange training program for the staff.

· Imparted training to various sectors like Police, Hospitals and educational institutes.

· Produce the children to Juvenile Justice Board and take follow up of all the children.

· Looking after courier and mail receipt, dispatch system of company.

·  Procurement, distribution and maintenance of office equipment  
Personal Profile
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Kavita Jain                                                                         
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