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	SUMMARY


· Maples ESM Technologies, Japan

· Around 1 year experience with in HR, Japanese Language - Training, Translation and Interpretation.

· Accel IT Academy , Chennai

· Over 3 years of extensive experience in handling Training and Development, Recruitment, and Team Management functions

· Was associated with the entire recruitment process for training and BPO operations

· Proven experience in Business Development by doubling revenue

· Experience in achieving sales target and motivating staff to reach the goal

	WORK EXPERIENCE


· Consultant – Japan Desk – Maples ESM Technologies, Japan (May 2007 – June 2008)

· Hands-on Experience in Translating Emails, Technical and Contract Documents

· Involving in Interpretation if required.

· Training the new entrants with JLPT Level 3 and 4 curriculums.

· Involving in HR Recruitment & Administration.

· Co-ordinate with respective delivery, functional managers and top management for achieving the HR goals of the organization

· Evaluate, identify and recommend appropriate internal and external sources for recruitment – including media, educational institutions, referrals, networks, forums etc.

· Maintain, track and monitor metrics relating to recruitment initiatives

· Manage and coordinate all communication with candidates. 

· Obtain feedback from interviewers, candidates and managers on the recruitment processes and techniques

· Participate in the development of ongoing creative and cost-effective sourcing strategies. 

· Develop an effective pipeline of key talent potentially available for immediate hire as succession planning needs dictate. 

· Training Manager - Accel IT Academy, Chennai ( July 2005 To April 2007 )

· Responsible for conducting interviews and recruiting sales and technical personnel for Accel group of companies.

· Honing training skills by guiding members of the recruitment team and by reviewing / counseling 

their performance periodically

· Co-ordinate with respective delivery, functional managers and top management for achieving the HR goals of the organization

· Evaluate, identify and recommend appropriate internal and external sources for recruitment – including media, educational institutions, referrals, networks, forums etc.

· Maintain, track and monitor metrics relating to recruitment initiatives

· Manage and coordinate all communication with candidates. 

· Obtain feedback from interviewers, candidates and managers on the recruitment processes and techniques

· Participate in the development of ongoing creative and cost-effective sourcing strategies. 

· Develop an effective pipeline of key talent potentially available for immediate hire as succession planning needs dictate. 

· Plan and organize campus recruitment in colleges

· Solely responsible for training and motivating the sales team

· Manager - Business operations, Accel IT Academy, Chennai (July 2002 To Dec’ 2002 )

· Developed Strategies across branches with Branch/Regional Manager to build concepts and 

maximize sales

· Lead a team of Counselors and Marketing Executives and constantly met sales target every month 

· Doubled the sales revenue in a short span of 3 months

· Planned every months sales target and marketing strategy

· Career Counselor, Accel IT Academy, Chennai ( July 2001 To June 2002 )

· Successfully led the counseling of students / parents and handled general issues related to student administration.

· Converted enquiries into admission and maintain adequate data of them and time to time generating enquiries with the help of marketing activities

· Holds the credential of maintaining 80% R/E (Registration/Enquiries) and ensuring excellent customer relationship management.

· Front Office Executive, Accel IT Academy, Chennai ( Jan’ 2001 To June 2001)

· Successfully handled all inbound/ outbound calls as well as enquiries, handled front office operations 

and provided office administration support for smooth process efficiency.

· Data Entry Operator, Domex Technical Informations, Chennai ( Aug’ 2000 To Dec’ 2000 )

· Accountable for creating soft copy of all company documents pertaining to sales, marketing and personal department

	EDUCATION / TRAINING


· Pursuing Post Graduate Diploma in HR Management (2006) from Symbiosis, Pune

· Passed Japanese Language Proficiency Test (JLPT) , Level 3 in Feb’ 2007

· Bachelor of Chemistry, Justice Basheer Ahmed Sayeed Women’s College,Chennai, April 2000

· Fairly competent with MS Excel, MS Word and MS PowerPoint.

· Passed Higher Grade Typewriting Test, February 2000

	PERSONAL DETAILS


Marital Status 

: Married

Residential Address 
: 1F, Sai Sukrta Apartments, 1- 10, Annanagar II Main Road, Velachery, Chennai – 42.
Languages


: Tamil, English and Japanese (Read, Write, Speak)
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