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                                                Rana Khizer Sultan        
                            Lahore, Pakistan
                                     Email: rana_khizer_sultan@yahoo.com
                                                    Mob: 050 8820310
                                                   D.O.B: 2nd Jan 1985
                                                 Marital Status: Married

                                       Availability: Immediate
                                 Interview availability: Immediate

                                                           Profile
Over all 6+ years’ experience of international recruitment (UK). Worked as a Recruitment consultant/Team leader/ Key account manager. I have gained this experience through working in BPO services companies in Pakistan who work for UK’s recruitment consultancies in order to assist them in their recruitment process. This includes performing complete recruitment cycle starting from CV sourcing to placing candidates.
Work Experience
21st May 2009 – Present (4+ years)
Outsource to us (BPO Services company)
Recruitment Consultant
Main responsibilities:
Provided services to various recruitment consultancies in UK. These include;
· Shortlisting candidates according to the job descriptions or job descriptions according to candidates’ profiles (from trainee to senior level) related to financial and catering industry.
· Communicating with clients and candidates on regular basis.
· My main point of contacts are the directors and recruitment consultants of the recruitment companies.

· Scheduling interviews by liaising with both clients and candidates, following up for feedbacks and outcomes etc.

· Training junior staff members.

Reason for leaving: Willing to relocate in order to gain international experience and better opportunities.
July 2007 – May 2009 (22 months)
Greenwichbell (BPO services company)
Recruitment Consultant  promoted to Team Leader and then Key Account Manager
Greenwich bell was my employer whereas Eden Brown (a leading recruitment agency in UK) was the client of Greenwich bell to which I was assigned to provide recruitment services.
Main responsibilities: 
· Searching CVs (according to the Job specifications) on various job boards of UK such as Monster, Jobsite, Just group, Fish4, Total Jobs, Career Structure etc.
· Short listing downloaded CVs and calling candidates to check their current work situation.

· I also have the experience of searching high profile candidates for the Construction and Rail projects in Saudi Arabia, Kuwait and UAE

· Sending short listed CVs to Eden Brown (UK), as per their requirements.

· I have worked mainly in construction, Architectural, Mechanical & Electrical, Rail, Civil & Structural industry, but have some knowledge of IT, Banking and Telecommunications industry of UK. Due to the financial down turn I was asked to use my expertise in Social Care and Educational sectors. Where I enjoyed a new challenge and success
· My main point of contacts were 2 Directors of the company, Senior Recruitment consultants, Recruitment Consultants and Team Managers, I have dealt with / worked for more than 50 members of the Eden brown.
Achievements
· Due to my achievements I was the first person provided an opportunity in the history of the company to visit Eden Brown in England to attend meetings and seminars. I visited 5 of their offices in Central London (Head office), West London, Ealing, Leeds and Manchester.
· I achieved 45 placements since my joining. All of these placements were senior level candidates, coming from Construction, Engineering, Interior design, Architectural, Rail and Civil & Structural background
· In the meetings I also explained the business model of Greenwich bell as well as the benefits of offshore recruitment services to some of the recruitment teams of Eden Brown who were not using Greenwich bell’s services
· Eden Brown started taking services from one person (me) but after seeing my success and hard work they decided to grow the team and added 5 more people in my team and I was made team leader in May 2008. I managed 5 people and they produced good results. My team was able to achieve 35 placements in just 8 months and we ended 2008 with a total of 70 placements
· My placements achieved revenue of more than £150,000 for Eden Brown however this also includes the efforts of their consultants who were involved in this process.
Reason for leaving: High risk of redundancy due to worldwide recession. 

EDUCATION

BBA Honors (HR)
University of Central Punjab, Lahore - Sep 2003 - Jun 2007
CGPA: 2.77
Intermediate (FA, General Science)

Government Science College – Wahdat road, Lahore – Sep 2000 – Jun 2002
575 Marks (52%)

Matriculation
Radiant Way high school – Samanabad, Lahore –Mar 1998 – Jun 2000

550 Marks (64%)

Note: I am also willing to undertake any courses etc. to increase my knowledge if it is a requirement of my 


employer.
Languages:

· English (Excellent)
· Urdu (National language)
· Punjabi (Mother tongue)

· Hindi (Good spoken and listening)

· Arabic (working to learn basic phrases)
SKILLS:

· Proficient in the use of various in house recruitment softwares i.e. Chameleoni, Talisman etc
· Proficient in the use of number of UK job boards (job posting and CV searching)
· Good command on Microsoft Office and basic computer skills
· Good Team Player
· Good Interpersonal Skills
· Good Oral and Written communication skills

References:

Excellent references available on request.

