   KAVITA ABHAY VANMALI
Mobile: 8108251936/ 9029581435. Email: kavita968@gmail.com
Looking for a challenging position with an organization that offers growth based on dedication & proven ability

Brief Overview

Result-oriented professional with 6.5 yrs exposure in various verticals of HR (Executive) -Recruitments, Involved in resourcing activity for Senior Level, Middle and Junior Management positions for the company. Coordinating with candidates with Clients for requirements. Sourcing profiles from the job site like Naukri.com and Timesjobs.com through references to the client as per the Job Description. A keen communicator with the ability to relate to people across all hierarchical levels in the organization. Possess ability to motivate people to achieve organizational objectives.

EDUCATION
· B.A  from Mumbai University in 2004
Technical Qualifications

· MS-OFFICE
· MS-CIT

WORK EXPERIENCE

· M/S. HUMAN RESOURCES QUEST INDIA PVT. LTD.  AS A HR EXECUTIVE FROM JUNE 2014 TO TILL DATE.
· M/S .TRAVEL CRAFT HR FIRM AS RECRUITMENT EXECUTIVE FROM JULY 2013 TO JAN 2014.
· M/S. SILVER LINE ASSOCIATES MANPOWER CONSULTANT AT CST AS RECRUITMENT COORDINATOR FROM MAY 2007 TO JUNE 2013.

· M/S. CONSOLE ENTERPRISES COMPUTER SALES & SERVICES FOR 6 MONTH AS OFFICE ASSISTANT.
· M/S. RAI ADVERTISING & MEDIA PLANNING FOR 6 MONTHS AS A COMPUTER OPERATOR & OFFICE ASSISTANT.

JOB RESPONSIBILITIES AS HR
Recruitment

· Job Responsibilities Include:

· Responsible for sourcing the candidates from Job portals, Advertisements, References, etc.

· Preparing the Short listing and Recruitment Report.

· Scheduled the telephonic or video interview of the candidates.

· Scheduling the candidates for an interview,

· Getting the signed Offer letter from the candidates, proceed and coordinate for medical process,

· Coordination for Degree certificate attestation procedure.

· Coordinating with the candidate till they deployed.

· Regularly update the END to END process in Skill point software

· Sourcing for Overseas Client Companies i.e. for Gulf Countries.

· Preparing JOB DISCRIPTION for various post as required.

· Doing calls, mass mailing and job posting for getting suitable candidates.

· Arranging online interviews of candidates with client companies.

· Preparing offer letters of selected candidates.

· Arranging candidate’s medical formalities, Visa, ticket booking, mofa, immigration, etc…

· Preparing their deployments not deployments notification & list, etc…

· Follow up with Client Company & candidate as well after their joining process.

· Maintain database of candidates & Client Company.

· Sourcing CVs through job portals, (Naukri Gulf, Monster, Regzon & Company sites, etc) as well as database.

· Sorting CVs according to job requirement for each project.

    Calling / emailing candidates for the interview process and get confirmation.

· Lining up the candidates for the telephonic as well as final interview with foreign delegates.

· Prepare walk in candidate excel sheet.

· Solve job related queries of candidates.

· Preparing MIS report of confirmation of calling on daily basis in every evening & submit to mobilization manager based on overcoming of various projects.

· Preparation of monthly report.

· Maintaining & updating company database.

· Keeping record regarding company requirement, other important incomings on daily basi

JOB RESPONSIBILITIES AS OFFICE ASST.

· Day to day data entry.

·  Attending calls of customers as well as suppliers.

· Maintain item lists, database, files, etc.

· Preparation of invoices, vouchers, etc.

· Attending calls of customers as well as suppliers.

· Interaction with news paper offices (Times, Midday, etc.) regarding advertisements.

· Preparation of invoices, vouchers, etc.

Personal Profile
Date of Birth


:
29th July 1981.
Marital Status


:
Married 
Nationality


: 
Indian
Hobbies


:
Listening to Music
Language Known

:
English, Hindi & Marathi 
Correspondence Address
:
Santacruz (Kalina) - East 
Place: Mumbai

Date:
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