Shivani Acharekar
Mobile: +968 7919 5827, +91 9969 473250
Email: shivanipoudwal@gmail.com
Al Khuwair, Muscat,Oman
Dependent Visa (Husband Sponsor)
Career Objective
Maintain and enhance human resources productively in an organization, developing strong manpower, identifying talent and deploying professional development programs in order to achieve organizational goals and fulfill employees’ needs.
Work Experience

Total Work Experience is of 6.4 years in Human Resource, Talent Acquisition.
Current Job
Company:  Al Khaja Recruitment Services, Abu Dhabi - UAE
Title: Recruitment Specialist (Freelancer) 
Tenure:  August 2018 till date
Al Khaja Recruitment Services (AKRS), a UAE based recruitment company set up to supply qualified professionals to the UAE and MENA job market. Our clients range from government entities to private companies in varying sectors. 

1. Handling Freelancers recruiting process.

2. Receiving freelance hiring requests, and resume in the process of hiring.

3. Sourcing and Screening resumes and shortlisting applicants for the required vacancies.

4. Scheduling interviews with shortlisted applicants, in coordination with the managers.

5. Coordinating with the applicants to make sure that their documents are fully collected and accurate to proceed with the hiring process.

6. Obtaining all the required approvals for the hiring process.

7. Coordinating with the Public Relations Officer (PRO) to issue visas, national IDs and insurance for the applicants and their dependents.

8. Preparing and sending weekly and monthly Excel reports to the HR management regarding the freelancers’ status in coordination with the recruitment team

9. Working on the admin tasks set by the recruitment Head.

10. Handling Freelancers’ Database and update it frequently.

Company:  Al Khaja Recruitment Services, Abu Dhabi - UAE
Title: Recruitment/HR Coordinator 
Tenure:  Feb 2018 to July 2018
· Recruitments & Selection:-

1. Responsible for handling End to End Recruitment activities have handled Direct and outsource Recruitment.

2. Strategically sourcing candidates through various modes based on the requirements (i.e. Job Portals (Naukri Gulf, Dubizzle, Jobs Abu Dhabi), Monster gulf, Social Networking Sites (LinkedIn), employee referrals, databases. 

3. Screening, short listings candidates through interviews and processing to Clients/ Department. Validating resumes.

4. Organizing interviews, handling Salary and issuing Offer-Letters. Ensuring that the candidates are hired as per desired time (SLA/TAT) from diverse sources and through low cost channels.

5. Possess excellent knowledge reference checking and document verification. To maintain the databases and MIS of candidates CV’s.
· Administration activities:-
1. Processing documents for New Visa, Visa stamping, Labour cards, Insurance cards, Coordination for Entry & Exit procedures, paying fines/ penalties and status change procedures.

2. Coordination for joining formalities and arranging new employees work place with Welcome Kit and appointment order for arranging employees ID cards, Business cards

3. Preparation of HR reports quarterly & annually.

4. Coordination for Travel arrangements & Arranging meetings, scheduling appointments.
5. Organizing Training Programs and handling Induction & Orientation programs.

6. Coordination for payroll and Accounts for issuing Salary and processing Salary certificates, transfer orders, exit interviews, clearances.

Clients handled: 

Oil and Gas: Completed projects (Tender)

1. Abu Dhabi Company for Onshore Oil Operations (ADCO)

2. Abu Dhabi Marine Operating Co (ADMA-OPCO)

3. Takreer

4. Al Hosn Gas

5. ADNOC
6. Ras Al Khaimah Muncipality

7. Smart Vision IT Software 
Company:  Procentris India Pvt Ltd 
Title: Senior HR Executive - Corporate office 
Tenure:  Aug 2013 to Jan 2018.

“Procentris India” is a 13 year old well established USA based IT MNC Procentris India headquartered at Sausalito, California operating in India from Mumbai & Kolkata Offices.
Job profile:
· Recruitments:-  

1. Analyzing the requirements, screening and sourcing the resumes, scrutinizing and short 
        Listing the profiles based on skills, domains, qualification and relevant experience.

2. Taking personal interviews on daily basis for all levels.

3. Posting the requirements in the different job portals.

4. Conducting Referral Check of the candidates selected.
· Negotiations:-

1. Negotiating for Salaries according to caliber of the candidate and company standards.

2. Negotiating for HR-Portals.(Naukri and Monster)
Previous Experience

Company: ICPA Health Product Ltd. 
Title: - Executive HR - Corporate Office
Tenure: July 2012 to Aug 2013.

ICPA is a pharmaceutical company committed to developing and delivering world class products for the healthcare market. Based in Mumbai, India. 

Profile:-100% Recruitments
1. Analyzing the requirements, screening and sourcing the resumes, scrutinizing and short listing the profiles based on skills, domains, qualification and relevant experience.
2. Taking personal interviews for Junior and Middle level.

3. Done Mass Hiring for Pharma Sector-Pyramid.

4. Posting the requirements in the different job portals.

5. Maintaining data base of the candidates. Doing referral checks and salary negotiation for the candidates joining the organization. Proficient in designing and delivering MIS.

6. Looking after Joining, Induction.

7. Issuing Offer Letters & Appointment Letters.
8. Attendance & Leave Management.
9. Employee Engagement & other Activities. 

10. Exit Formalities.
Qualification

	Qualification 
	School/College 
	Year of Passing 
	University 

	LLB
	Government Law College
	2012 - 2015
	Mumbai

	MBA (HR)
	BES’s Institute Of Management Studies And Research
	2010-2012
	Mumbai

	BSc (Chemistry)
	D.G.Ruparel College 
	2006-2009 
	Mumbai 


Skills
MS Office 2007, MS Excel, MS Word, MS-Outlook (Express), Microsoft PowerPoint.
Extra-Curricular Activities
1. Organized the blood donation camp in D.G.Ruparel College.

2. Got Best Yoga Instructor award in NSS camp.
3. Volunteered several times in organizing college festivals and actively participated in various Social and Cultural activities.

4. Received Performance Appreciation in Street Play organized by Elphistent College,Mumbai.
5. Scored distinction in Mathematics, Science, Sanskrit and all subjects in Board exam. 
Personal Information

Name:


Shivani Arvind Acharekar
Marital Status: 
Married
Gender: 

Female
Nationality:

Indian
Date of Birth: 

9th June, 1988
Languages: 

English, Hindi, Marathi
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