CAREER WITH US


Your Name
· :0123456789
·  :xyz@careerwithus.co.in 

Objective:
To work in Professional and challenging Environment where I can utilize my talents for Development of Organization.

Strengths

Hard working  & Determinate Individual, Self-Motivate, Ambitious, Confident & Reliable Team Work, Wining Attitude, Quick Learner, Comfortable Working In Different Environment.

Professional Experience:
1.
Organization

:
Caompany Profile.


Designation

:
XXXXXXXXXXXXXXX
            Tenure


:          Since ABC Year to XYZ Year.

           Job Profile:-
· Business Development (with client meeting).
· Understanding the needs of the employer, ascertaining not only the specifications of the basic duties and responsibilities of the position to be filled, but also the history, objectives and strategic direction of the organization.

· Searching internal & External Data Bank & if required also Headhunt to target individuals.

· Whose credentials match the position specifications and who have a proven track record.

· Rigorously evaluate all candidates, to obtain a realistic understanding of their character,

· Accomplishments and po

· tential; thus determining their strengths and limitations as well as their overall suitability. 

· Co-ordinate the initial interviews between the client’s and the candidates, assist, as

· Required, in establishing the terms of employment, and continue with follow up after the candidate has joined the firm.

· Individually handling End-to-End recruitment process from interacting with clients till the candidate joins the organization. 

· Short listing the candidates and following till selection. 

· Taking first round of interview on telephone. 
· Up-dating the collected information in database


2.
Organization

:
Company Name.


Designation

:
Sr. HR Manager

            Tenure


:           (Since ABC Year to XYZ)

           Job Reponsibilities
:


To Source Candidate from the Job Portal sites. ( i.e. Naukri , Monster & TimesJobs.com )
> Analyzing the Job Profile in detail and suitable candidate for the required Profile.
> Interview line up of the candidates.
> Constant follow up with the candidate and the company till the Recruitment of the Candidate.
> Reporting to Managing Director.

> Head Hunting.

> Handled IT and Non IT requirements

> Good Client Relationship and interaction with client,etc.

COMPANY PROFILE : 

XXXXXXXXXXXXXXXXXXX is a certified ISO 9001: 2008, professionally managed recruitment group. We have several Fortune 500 Companies as our esteemed clients across different sectors in different cities. Presently we are extending our manpower placement and outsourcing services to more than 700 Companies in India and abroad. We are specialized into the middle and top management recruitment in Engineering services, Oil and Gas, Refinery, Technical services, Financial sector, Entertainment, Shipping, Pharmaceuticals, Engineering, IT, Media, Construction, Retail, Telecom, Manufacturing, Media and Event management, Unconventional Energy generation, Consumer Durables, FMCG, Capital Goods, Security Firms, Chemical Industries, Banking, Mutual Funds, Life Insurance Companies etc. We maintain a very comprehensive and selectively screened databank to meet our clients' specific need.

3.
Organization

:
Company Name.

Designation

:
HR
           Tenure


:          1 year 





           (ABC Year To XYZ Year)   
         Job Reponsibilities
:


To Source Candidate from the Job Portal sites. ( i.e. Naukri , Monster & TimesJobs.com )
> Analyzing the Job Profile in detail and suitable candidate for the required Profile.
> Interview line up of the candidates.
> Constant follow up with the candidate and the company till the Recruitment of the      Candidate.
> Reporting to Managing Director.

> Handled IT and Non IT requirements

> Good Client Relationship and interaction with client,etc
4.
Organization

:
Company Name.

Designation 

:
HR Co-ordinator
           Tenure


:           1 Year (ABC Year To XYZ Year)
To Source Candidate from the Job Portal sites. ( i.e. Naukri , Monster & TimesJobs.com )
> Analyzing the Job Profile in detail and suitable candidate for the required Profile.
> Interview line up of the candidates.
> Constant follow up with the candidate and the company till the Recruitment of the      Candidate.
> Reporting to Managing Director.

> Handled IT and Non IT requirements

> Good Client Relationship and interaction with client,etc

Educational Qualification: 

	Degree
	Year of Passing
	University/Board
	Institute
	Subjects
	Percentage

	BCOM
	XXXX
	XXXX
	XXXX
	XXXX
	XX.XX%

	HSC
	XXXX
	XXXX
	XXXX
	XXXX
	XX.XX%

	SSC
	XXXX
	          XXXX
	XXXX
	XXXX .
	XX.XX%


Achievement:

Got an Award for the month of March 2011 of Best Manager & Recruiter. I have got an selection of 32 candidates for the month of March 2011 with Team.

Computer Knowledge:   

· Windows 98 , 2000 , XP.
· MS-OFFICE 97 & 2007 & 2008(Word, Excel, Power point)

· Tally 7.2 & 9.0

· Typing Speed 30 w.p.m.
Interests & Activities:                                                                                                                          

Listening Music, Dancing & Watching TV.

Personal Details: 
Date of Birth                    :              DD-MM-YY
Place of Birth                   :              xxxxxxxxxxxxx
Gender                                :              xxxxxxxxxxxxx
Father’s Name                 :              xxxxxxxxxxxxx
Nationality                        :              xxxx
Marital Status                  :
        xxxx
Religion                              :              xxxx
Hobbies

       :
        xxxxxx, xxxxxxxx
Date:

Place:















                                                                                         (Signature)

Your Name
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