Anuradha Rai

Address :D64/26-B-H-1,Madhopur,Sigra,Varanasi-2201010
Mobile: +91-9450544816 ~ E-Mail: anuradha.hr2012@gmail.com
I am submitting herewith my resume for your consideration for the position vacant in your organization. 
A systematic, organized, hardworking and dedicated team player with an analytical bent of mind. I have capabilities to serve as a catalyst for the Human Resource Management function; complimented by MBA (HR) from IGNOU,India.
I had an experience of end to end Recruitment. I had Done Recruitment for different companies like Datamatics Financial Services, Sahara Q Shop, J.K Tyres, Frankfinn, Emami Papers, Soma Isolux, , Stone India, Duncan Tea and Duncan Industries ,DSRC hospitals, DSP black Rock, Reliance MF, Axis MF, Franklin Templeton,jubilant,ICICI,Videocon,Reliance,Axis MF,Axis Bank, New Holland Tractors,etc.Have excellent experience in working on naukri.com and timesjob.com portals.
A hard working & talented individual with sound knowledge in the field Human Resource, seeking a challenging job that would synergize my skills and knowledge with the objectives of the organization. A responsible, reliable and committed worker, give my best both as a part of a team and working independently.
Dedicated and focused individual, determined to add value to the organization I work for, through my exceptional knowledge and learning ability. Possess well developed communication skills with reputation of unwavering accuracy, credibility and integrity. 
The above credentials along with my enclosed resume make me ideally suitable for a position in your organization. I would appreciate an opportunity for a personal interview. 	
Thanking you. 
Yours Sincerely
Anuradha Rai







ANURADHA RAI
   Mobile:  09450544816(M) ~ E-Mail: anuradha.hr2012@gmail.com
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                                            Career Objective

To work in an organization of innovative and progressive ideas, that is action – oriented and driven by a desire to be the best. To  be part of a dedicated team in  a professional  and organization  and  accept  challenging  positions which encourages growth  and  excellence  and  performance  is  rewarded   with  higher  responsibilities.

                                            Career Snapshot

1)Working with “People Resources” Noida as a Recruitment Manager since Oct’13
2)Worked with “JVS Solutions” as HR & Business Development Manager(Joined as Executive and got promoted to Manager) from Apr’13 to 30 Sep’13
3)Worked with “Techzone “as Business Process Associate from Oct’12 to Apr’13
4)Worked with a Consultant Firm as Freelancer Recruiter from Aug’11 to Sep’12

Roles and Responsibilities Handled

1)Recruitment
-Handling recruitment for junior level to senior level of management.
-Receiving Job Descriptions from Client Side.
-Screening best candidates to suit the criteria of the given job profile by using different sources,i.e;JobPortals,LinkedIN,Facebook,Advertisement sites,Personal References,Colleges and Institutes ,Employment Exchanges ,etc.
-Taking telephonic interview of suitable candidates.
-Disussing job profile and package details wih candidates and sort out their doubts.
-Checking interest of candidates for relocation in case he/she is not local candidate.
-Sharing CV with HRs.
-Modifying CV in case if it is not properly drafted so that resume appropriately reflects experiences and other required details.
-Coordinating with candidates and management to schedule interview for the given profile.
-Intimating candidates about interview details through call,SMS,mails.
-Confirming  availability of candidate for interview on day of interview.
-Salary Negotiation.
-Motivating candidate to join(In case not ready to join at given package)
-Maintaing candidates database.
-Preparing weekily and monthly MIS.
-Excellent command and exposure to naukri.com and timesjobs.com portals.
2)Training:
-Providing training to freelancers for better understanding of recruitment in terms of using portals,social networking,screening candidates , taking telephonic interview and rest of recruitment activity.
-Communicating with employees of different branches to identify if any training is needed and arrainging for the same.
3)Employee Relationship Management and Grievance Handling:
-Managing and motivating employees to give their best at work.
-Building an environment of equality,dignity of employee,mutual respect,
Compassion,commitment and trust.
-Counselling employees on behavioural attributes,defusing conflicts,building a congenial and performance friendly work atmosphere.
-Managing suggestion programme and escalating issues faced/suggestions given by the employees to the head and ensuring resolutions of same.
4)Exit:
-Taking Exit interviews and work towards retention of efficient employees.
-Complete exit formalities and providing relieving letter and other relevant certificates required.
5)Business Development:
At JVS Solutions:
-Cold calling
-New client acquisition
-Client Relationship management.
At TECHZONE 56060:
-WAP Portal Management:
Catalog Management 
-  Managing Content lifecycle from uploading to deployment 
- Maintaining relationship with Content partners and Operator. 
-Content planning and Market research. 
-Content Download / Revenue Analysis for better revenue generation 
- Planning new promotional and marketing strategies for better revenue generation and target achievement. 
- Working as a team for ensuring the testing of the content uploaded, getting the quality checks done and conducting audits. 
- Highly involved in the development of new Games & Applications. 
- Coordinating with the client on daily basis for promotions, content placement & query resolutions. 
-Coordinating with the technical team for all the technical issues pertaining to the portal. 
- Responsible for all the CMS related operations.

Academic Qualification



· MBA(HR) from IGNOU in 2012(Result Awaited)
· PGDHRM (Human Resource as a major, Marketing as a minor) from IGNOU in 2010 securing 80%.
· DCA with “A” grade from JSS, Varansi.
· M.A. (Economics) from Mahatma Gandhi Kashi Vidyapith in 2010.
· B.Sc. (Biotechnology) from Purvanchal University in 2008 in first division.
· 12th from C.B.S.E in 2004 with 63%.
· 10th from C.B.S.E in 2002 with 77%

Academic Projects

 1. A Project on “ Traning and Development of Employees in JVS Solutions” as a part of MBA(HR) curriculum.

 2.Effect of different nutrional  varients on the growth of butter mushroom.
 3. Scope of  GM food in India and other countries.
IT skills

· MS-Office, MS-Ecxel, MS-Project.

Extra Curricular Activity
· Participated in Training Program titled “Entrepreneurship awareness camp” held from 11th to 15th oct 2007 sponsored by NSTEDB.
· Two year Part time teaching experience at private higher secondary school in varansi.

Strength
· Perseverance and self-responsibility
· Strong and quick learning potential
· Adaptability and flexibility.
· Interest in self development.
Personal Vitae

Date of Birth	  		:	26th July 1987
Father’s Name 	  	:	Mr. Jai Nath Rai 
Gender                          	:        	Female
Marital Status	  		:	Single
Language Fluency 	  	:	Hindi & English 
Hobbies                                   :           Sketching,  Painitng                                               	
Permanent Address       	:       	D64/26 B/H-1
                                               	            Madhopur, Sigra, Varanasi, U.P. – 221010

Current Salary                          : 20k pm+Incentives & Expenses
Expected Salary:                       :   30-40% hike
Notice period                              :Can join Immediately

I hereby declare that particulars given herein are true to best of my knowledge and belief.

                                               	            

DATE:   Dec’13                                                                                                          (Anuradha Rai)
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