Name: Poonam Rana

Contact No: 510.579.8522

Email ID: poonam.ruhil@gmail.com
                                                       Address:1936 Estabrook Way

                                                                      Superior,CO 80027             

Acadamic Qualifications:
Bachlors in commerce from MDU(Rohtak,Haryana) ,India -(1996-1999)

Career Objective: Result oriented, dynamic full life cycle recruiting professional with commitment to creative recruitment/HR/Administrative  and client service.
Qualification 
· Strong knowledge of all aspects of full-cycle recruitment with expertise in sourcing, employee screening and offer negotiation. 

· Strengths include attention to detail, strong analytical, organizational, and multi-tasking skills with a passion for continuous improvement. 

·  Committed to producing results above and beyond expectations. 

·  Solid experience with Applicant Tracking  Systems and VMS.

Skills 

· Strong efficiency in MS Word, Excel, and PowerPoint Excellent organizational capability;
· Strong writing and interpersonal communication skills;
· Demonstration of creative problem solving and ability to take initiative to investigate issues and make sound judgments; - Ability to manage and prioritize assignments from multiple customers while providing exceptional customer service;
· Comfortable working in constantly changing environment while meeting deadlines;
· Flexibility to work with changing priorities and adapt to new processes;
· Ability to work effectively and act professionally with all staff levels;
· Ability to work with minimal/moderate supervision
WORK EXPERIENCE: 

ISTS Worldwide Inc ,Fremont,CA
Technical Recruiter

April2010-Present

Responsibilities:

	· Assist with new hire orientation, answering employee benefits questions

· Schedule conference rooms, setting up meetings, lunch, training as requested
·  Partnered with hiring managers and client groups to identify hiring needs and understand job   

 specifications. 

·  Utilized sourcing savvy, networking skills to identify and attract superior talent within strict client  
 time frame. 
· Applied boolean search skills on job portals (Monster, Dice, Hot jobs, etc.) and internal database. 
· .Screened candidates, evaluated technical skills and scheduled interviews. 
· Prepared and negotiated offers, conducted background and reference checks. 
· Handled Visa paper work and other joining formalities. 
· Negotiated rates and terms with 3rd party vendors (Corp-to-Corp agreements)
· .Followed up on the job offers and created a congenial and warm dialogue for higher job 
   acceptance. 
·  Worked on Applicant Tracking System like Bullhorn and Vendor management systems like Workforce Logic, Fieldglass, Pro Unlimited.
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