Vivek keshri

Cell- +91 7301387149
E-mail: vkeshri780@gmail.com



· A diligent professional having experience with Recruitment, Learning and Development Domain.
· [bookmark: _Excellent_Team_handling_skills_with_ex]Hands-on experience in general administrative activities, personnel management, and facilities management across assignments.
· Deftness in maintaining harmonious industrial relations among management and workers through efficient administration and resolution of employees’ grievances.
· Endowed with a positive outlook along with the virtues of patience and listening.
· An excellent motivator with sound communication, problem solving, interpersonal and organizational skills.
· Fast learner with proven adaptability to new technologies and applications in the HR Domain.
· Developed visioning skills and ability to see the big picture; capability to build additional features, functionality, and applications to continue the impressive growth.
· An inclination to contribute to the creative process and devotion to delivering the best possible user.
· Excellent Team handling skills with experience in handling team of up to 25 team.



[bookmark: C_O_R_E_C_O_M_P_E_T_E_N_C_I_E_S]C O R E C O M P E T E N C I E S


Performance Management	 Employee Engagement                   Time Management

Learning and Development	 Talent Acquisition                             Mentoring

Recruitment Metrics	 Negotiation                                          Training
 	



[bookmark: T_E_C_H_N_I_C_A_L_S_K_I_L_L_S]T E C H N I C A L    S K I L L S


MS Office	 Indeed	Mass Mailing

Naukri.com	 LinkedIn	MS Power Point

        Boolean Search	                      Job Posting	                           Canva





KEY S K I L L S




· Excellent organizational and time-management abilities

· Ability to multitask and manage a high volume of candidates and positions

· Closing of 50+ candidates of executive profiles in 2 months

· Knowledge of various recruiting techniques and strategies, including social media and talent  
  pipelining     

· Ability to maintain strong relationships with both hiring managers and candidates

· Strong communication and interpersonal skills



Additional Certification


  
· Preparing to Manage Human Resources from University of Minnesota

· Human Resources Analytics from University of California, Irvine

      



Organizational Experience 


October  2022 – Present: Concentrix | HR Executive 	 Key Responsibilities:
· Ensured regulatory compliance in issuing offer letters, appointment letters, joining formalities.
· Tailored candidate sourcing to client specifications, using various effective channels.
· Conducted the candidate screenings and interviews to ensure qualifications and fit.
Efficiently coordinated interviews with hiring managers, ensuring a smooth process.
· Managed candidate records meticulously, including contract negotiation
· Maintained meticulous data record-keeping using Microsoft Office tools.
· Managed multiple client accounts and assignments simultaneously.
· For proficient recruitment used job portals like Naukri, LinkedIn, Indeed  , Monster.
· Managed recruitment efforts for diverse projects, aligning with organizational goals.
· Implemented innovative strategies to attract top talent and meet project needs effectively.
· Oversaw administrative tasks including documentation, filing, and record-keeping for recruitment processes.
· Scheduling of interviews, attended interviews with the MORD Director.
· Coordinated logistics for candidate interviews, ensuring smooth scheduling and venue arrangements.
· Managed communication with candidates, providing timely updates and information throughout the recruitment process.
· Assisted in the preparation of recruitment and HR compliances related reports and presentations for management review.



INTERNSHIP E X P E R I E N C E
[bookmark: May_2024-_July_2024:__My_Analytics_Schoo]March 2022- June2022: Aide Wiser Soltek | HR Intern	

· Developed and tracked recruiting goals, ensuring alignment with organizational objectives, and hiring needs.
· Conducted initial screenings and interviews to assess candidate qualifications and suitability for educational roles.
· Partnered closely with hiring managers to refine job descriptions and conduct interviews effectively.
· For proficient recruitment used job portals like Naukri, LinkedIn, Indeed, Internshala.
· Issuing of certificates to the students and supported faculty and staff with scheduling, documentation, and communication for academic activities.
· Assisted in organizing educational events and workshops, handling logistics and administrative tasks.
· Assisted in coordinating HR-related events and initiatives, such as onboarding sessions and employee engagement activities, to foster a positive work culture.
· Coordinated administrative tasks efficiently to support various departments within the educational institution.


Educational Qualification 


Master of Business Administration (MBA)
Manipal University Jaipur, Jaipur (online) | August 2024 – Present
Major : Human Resource 

Bachelor of Business Administration (BBA) 
Teerthankar Mahaveer University, Moradabad |August 2019 – April 2022
Major : Human Resource 





          




