SHAHEENA SYED
90529 34842
shaheenasyed67@gmail.com
Ameerpet, Hyderabad – 500 038

OBJECTIVE:
To obtain a challenging position within a growth oriented company, which offers increasing responsibilities a promotion opportunities.
 
SUMMARY:
Creative thinker and self-motivator with strong communication skills and the demonstrated ability to quickly assess accomplish challenges and goals. Experienced in multiple human resources fields (e.g., recruitment, staffing, position management, position classification, employee relations, compensation and benefits and security requirements). I also have excellent administrative and organizational skills, along with the ability to multitask effectively. Expertise in development/ training and implementation of recruiting strategies and processes, classification, Human Resources documents, orientations, relocation negotiation.

SUMMARY OF QUALIFICATIONS:
· Three years of experience in US staffing for Permanent Placements and Contractual positions
· Good understanding of business requirements
· Experience of searching a candidates through job portals, referrals and internal database
· Extensive worked on different job portals such as Dice.com, Monster.com and Naukri.com
· Sound knowledge of different Tax terms of US (W2,1099,Corp-Corp)
· Familiar with US time zones
· Honest ability to maintain confidentiality of work records.
· Extensive experience in all phases of recruiting including utilizing multiple channels such as data mining, networking, research, job fairs, employee referrals for sourcing and pre-qualifying  Candidates.
· Deal and placed with almost all types authorized consultants in USA and Canada such as Citizen, 
Green Card Holder, H1B's along with EAD and OPT candidates.

PROFESSIONAL EXPERIENCE

BIJJAM INFORMATION TECH, INC. [IT Consulting & e-Commerce]                              June 2012 – Present
Sr. Technical Recruiter
http://www.bijjamit.com/
· Establish and maintain computer records, including recruitment files and Resumes, E mails and maintain confidential employee information and records.
· Responsible for implementing and developing talent acquisition strategies targeting IT professionals.
· Served as a strategic business partner with senior-level managers throughout the recruitment cycle to develop effective recruitment strategies and requirements.
· Responsible for building solid relationships that led to “closing the deal” with candidates who were recruited for direct-hire positions and Contracting at various career levels.
· Developed step-by-step approach to source and recruit top candidates by utilizing online resources and reaching out to both active and passive candidates through job boards (Dice, Monster, and Net temps), referrals and cold-calling.
· Negotiated compensation and other benefits including relocation, Expenses, etc. with hiring managers and candidates.
· Extended candidate network by becoming involved in numerous IT recruiting events.
· Interpreted Recruiting Policies & procedures for hiring experienced and new employees.
· Developed and managed recruitment/research process for assigned projects and set expectations to client and internal team appropriately.
· Utilized creative sourcing techniques in order to target and cold call passive candidates as the firm did not have an applicant tracking database system.
· Wrote job descriptions, pre-screened and interviewed potential candidates in order to qualify the best quality candidate to present to clients.
· Set-up and maintained files, records and databases such as master extension, cell phone and office lists.
· Generated profile letters and conducted reference checks on finalist candidates.
· Here I have a scope to coordinate the junior recruiters to the various user groups that exist for this or that technology. It'll help them learn about the world they are recruiting in, and point them to a pool of candidates.
· Contacting candidates, following-up with candidates, and managing candidate pipeline. 
· Scheduling interviews, briefing and debriefing candidates before and after interviews. 
· Maintaining timely documentation of all conversations with candidates within our internal database. 
· Assisting in generating leads from conversations with candidates. 
· Presenting candidates to our management team applying high quality standards. 
· Worked in various technologies in C++, Java, and Dot net/SharePoint, QA, BA, and Pega Developer & Oracle DBA.
· Making cold calls to vendors asking for suitable requirements.
· Maintaining good rapport with vendors and gelling out with them to get direct client requirements.
· Forwarded suitable requirements based on the consultant candidature.
· Worked on screening, selection and forwarding consultants profiles of third parties.
· Ability to work under pressure and in shifts.
· Scheduling interviews for consultants

[bookmark: _GoBack]Reach IT India Private. Ltd.                                                                                                             Mar 2011 – June 2012
IT Recruiter
http://www.reachitindia.com/
· Experience in all phases of recruiting – Sourcing, Screening, Rate Negotiation, Closing and Negotiating Offers.
· Analyzing the requirement and allocating among the Team.
· Explaining the job profile & giving full details regarding the requirement to the team members.
· Searching for quality profiles and distributing among the Team.
· Search for requirements in various websites like dice, Career Builder, Dice, Monster,
· Corp-to-Corp and search for the requirements available and active which are suitable to the consultant.
· Involved in getting placements for Dot net, SharePoint, and Oracle DBA & Business Analyst.
· Forwarded suitable requirements to consultants based on their candidature.
· Handling various reporting schedules in day to day activities.
· Giving feedback to Sr. Recruiters regarding the interview schedules updates
· Preparing the daily, weekly and monthly reports.
· A dedicated team Communicate with candidates as the client managing the volume repetitive tasks to reduce the funnel of applicants.
· This enables the client to concentrate on the meaningful end of recruitment – interviewing and job offers.
· I use to search for candidates in various job portals like DICE, CareerBuilder, Indeed, Corp-to-Corp, it job café etc…
· Calling consultants and fixing the interview schedule.
· Responsible for recruiting and maintaining good relationship with existing candidates of the organization.
· Screened applicants appropriately, conducting preliminary telephone interviews.
· Responsible for sourcing, screening, and interviewing candidates for IT position with clients on a local and national basis for contract and permanent opportunities.
· Manage and coordinate with a group of recruiters to screen and identify potential candidates.
· Able to effectively handle a large volume of requirements and prioritize them in order of Importance. This includes maintaining a strong pipeline of active candidates for each IT discipline (developers, systems administrators, DBAs, etc).
· Conduct thorough reference checks to ensure quality of potential candidates and their respective skills.
· Learned some kinds of business-oriented social networking sites like Google Groups and yahoo groups, professional networking sites, and social media sites.
· Produce monthly reports to management detailing the number of submittals, interviews and placements as an effective method for tracking progress and efficiency
· Performed other tasks as assigned.

Education: 
Bachelor of Engineering Major in Electrical and Electronics Engineering - 2010
XII (Mathematics and Physics background) from Board of Intermediate

COMPUTER SKILLS:
· Knowledge of major operating systems like MS Word, Excel, Access, PowerPoint and the Internet.
· Windows, MS Office, Excel, Notes. 
· Ability to understand and communicate technical information's.
· Team player with outstanding interpersonal and problem-solving skills. 
· Communicates effectively both verbally and in writing.
 
Leisure Interests:
Traveling | Reading | Music

Declaration:
I hereby declare that all the particulars mentioned above are true to the best of my knowledge.
                                                                                                                                    (Shaheena Syed)
                 

