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Talent Acquisition Specialist

Recruiter -
[bookmark: _GoBack]◆ Self-motivated Recruiting professional with experience of 5 years specializing in contract, contract-to-hire and direct placement opportunities.
◆ Perform Full Cycle Recruiter Operations
◆ Strategic Recruiting and Sourcing research expert for IT and Industrial Engineering professionals
◆ Recruit for specialized positions and fill high volume, part time, full time, C2C, Contract to hire 	permanent placement 	positions by matching qualified applicants with unique client requirements
◆ Effectively recruit, interview, retain, counsel, coach and develop talent 
◆ Conduct new employee orientation and training for newly hired employees
◆ Self-directed team player with proven ability to develop/sustain relationships with staff and management at all levels
◆ Experienced staffing specialist with strong communication and interpersonal skills

Skills & Proficiency 
	Career Development
	Human Resources Management
	Talent and Performance Management

	Staffing solutions 
	Social Media management
	Personnel/Record Management

	Team Building & Leadership
	Customer and Client services
	Benefit Enrollment 

	Training
	Orientation and On boarding 
	Problem Solving/Issue Resolution 



Work Experience

Recruiter
Triesten Technology, Colorado – August 2013 to Present
- Recruited to act as full cycle recruiter and was responsible for the entire recruitment process from strategizing with hiring managers to recruitment, negotiating and extending the formal offer of employment to potential employees. Successfully placed qualified individuals in Financial Services as well as Light Industrial opportunities.

Key Results- 
◆	Identify, interview and Recruit key matches between candidates and employers to successfully fulfill job orders
◆	Source, mine and generate a steady pipeline of diverse candidates through a variety of methods including online job boards, social media sites, referrals, recruiting events and applicant tracking systems
◆ Utilize job boards, internal database and Monster, Dice and Indeed to find top talent 
◆ Pre-screen and handle candidates via phone and face-to-face interview, perform reference checks, prepare candidates for client interviews and process onboarding paperwork. Provide career counseling to prospective and current candidates
◆ Build an on-going relationship with Clients and value client culture
◆ Negotiate salary requirements with candidates and facilitate recruitment
◆ Payroll and benefits submissions and appraisals
◆	Manage and maintain a database of clients and prospects. Perform full cycle recruiter operations


Talent Acquisition Specialist
Isha Foundation, India - Business Unit- Jan 2011 to July 2013
- Sourced and identified potential leads using LinkedIn and other job boards. Promoted to fulfill a broad range of functions, including recruiting and training employees, managed ongoing projects, and restructured company, as needed.

Key Results-
◆	Search engine optimization, meta tagging, submissions, position tracking 
◆	Analyzed site traffic using Software, prepare weekly, monthly and fiscal statistical reports and monitor search engine referral traffic
◆	Conducted initial Phone Interview with candidates for the Sales Associate Program
◆ Scheduled Interviews and coordinated candidate Interviews
◆ Entered new prospects as well as updated in the company database 
◆ Performed Reference Checks for potential candidates
◆ Developed new strategies to retain the employees by providing most favorable work environment
◆ Arranged training and new employee orientation programs
◆ Consulted with internal departments on interviewing/hiring strategies, training, and attainment of performance standards
◆	Utilized Tracking System to upload resumes, add candidate notes, and Elink other forms
  

Office Manager Human Resources
Isha Consulting and Business Services, India - May 2008 to November 2010
- Recruited to help assist multi-level management in the departments of Legal, Accounting, Human Resources, Leasing and Marketing. Worked with senior management to develop and coordinate  projects  for residential and educational institutions. 
 
Key Results-
◆ Served as Project coordinator to multi-level supervisors, which included lawyers, Accountants, Human Resource and Accounts Payable Departments
◆ Placed ads for new hires and rental communities on the internet and local newspapers
◆ Assisted at multiple residential properties. Handled complaints, maintenance issues and scheduled walkthroughs, as well preparation of contracts as needed. Handled high volume incoming calls.
◆	Maintained data integrity and file system security for the desktop environment
◆ Initiated, created, and administered college transcript database for the HR Department 
◆ Establish, review, approve and process quotes, requisitions for job orders 
◆ Collaborated with Directors, Department Heads and Recruiting Managers to identify positions, job requirements and recruitment of new talent
◆ Prepared general correspondences, legal documents, memorandums, reports, schedules, and other materials from rough draft, copy, marginal notes, transcription and verbal instruction
◆ Expedited hiring process, through pre-screening, references background checks and interviewing
◆	Developed protocols to produce more efficient recruitment. Resolved hiring issues with inter-departments managers 
◆ Prepared presentations and manuals, job-offers, and training for new employees
◆ Day to day operations in office setting- including answering phones, appointment setting, document imaging, filing, tracking and data entry. Maintained, prioritized and reached deadlines with excessive workload

Instructor
Univ. of Colorado, Denver – Sept. 2006 to May 2008 
- Worked as Lab Coordinator, instructor, Supervisor and performed functions related to training, maintenance and instructions as needed.

Key Results-
◆ Responsible for General Chemistry, Lecture Recitation and Laboratory 
◆ Responsible for giving lectures, conducting training sessions, preparation, demonstration and daily lab supervision
◆ Consult and work closely with faculty to implement new techniques and designs
Designed, developed and implement new course plans
◆	Create, manage, and maintain resources, with key responsibility for safety and training 
◆	Quality control and supervised other employees. Trained new employees and performed employee evaluations
 
	
Document Control/Quality Assurance
Sirna Therapeutics, Boulder- Jan 2004 – June 2006 – Contract Position
- Recruited to work as an agent to facilitate quality assurance and document control functions for Manufacturing unit.
Key Results- 
◆	Quality assurance compliance functions for commercial product and preclinical manufacturing
◆ Scheduled meetings and Interlaced with all departments for creation of production documentation. Maintained all documentation through Electronic documents system
◆	Training as well as coordination with departments on required training for employees
◆	Creation, Review and approval of SOPs, Material Specifications, Master Batch Records and Product Monographs 
◆	Performed Review of manufacturing batch records and supported records to certify compliance with specification and procedures. Reviewed quality control release assay data
◆	Maintained records disposition and lot traceability database
◆	Facilitated Change Overs, Corrective & preventive actions, Internal and External Audits
◆	Creation, Issuance and tracking of labeling for all products 
◆	Prepared and reviewed Product Monographs for final approval. Prepared product Annual reports for regulatory affairs
◆ Participated in the presentation of Reports to large groups


Production - Group Lead
Nexstar & Proligo, LLC, Boulder - Sept. 1995 – May 2001 
- Participated in all aspects of Research and pharmaceutical production lines in a GMP environment. Worked with management to ensure current Good Manufacturing Practices 

Key Results-
◆	Study, design and method development in manufacture, process and delivery of various products 
◆	Conducted work directed toward route selection, testing, process optimization and validation
◆	Involved in development and isolation of intermediates and product
◆	Created, Reviewed, verified Batch Records and Production runs
◆	Performed testing of materials, intermediates and final product using analytical techniques 
◆	Tracking instrument and production qualifications 
◆	Contacting technicians, supervisors, managers and directors through QMS for production changes and review
◆	Maintained compliance by Training following up with new employees on all production lines

Education

M S   	1994  	Wayne State University, Detroit, MI.   Phi Lambda Upsilon, National Honorary Society	
B S	1991  	Indian Institute of Technology, Madras, India.   Award for Excellence
	
2013-14   ADDITIONAL INFORMATION

Skills

Proficient In:  Microsoft Office, Microsoft Word, Microsoft Excel, Microsoft PowerPoint, Monster, DICE, LinkedIn, Indeed
Recruiter:  Cold calling, Applicant tracking systems, Sourcing, Utilizing social media to advertise open positions as well as services
Global search: contingent and retained search; local, national and international search; executive search; sourcing specialist; diversity search
Special projects: internal talent acquisition; selection; sourcing strategy; diversity sourcing strategy (on-site and remote projects)
Clients include: Fortune 500 companies, Photon InfoTech, Mphasis, Citi group, Sandoz Manufacturing, Parascript, Vertis, Hcl, Cognizant, TCS.
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