Durga Bhavani Keelukani


Extensive exposure in handling assignments from Managerial Level to Top Management Level. Adept team player and also proven leadership qualities with dedicated commitment to timelines and budget. Well acquainted with current applicable regulations, guidelines and trends in recruitment

EXPERIENCE PROFILE (3 Yrs):
Working with Polaris Management Services Pvt.Ltd as a Sr Associate Executive Search from 10/01/07 to till the date.
Polaris Management Services Pvt.Ltd – Founded in 1993 began with training soft skills and moved to Executive search.
Responsibilities:
· Administration

· Business Development

· Recruitment including Internal recruitment

· Training - Including Technical Training on Veda recruitment, 
· Employee relation

· Invoice and collections


· MIS and Reporting – Reporting to the MD on daily basis and updating the status of  

· Handled Clients : On request

Major responsibilities as an HR Recruiter:

· Handling the complete recruitment life cycle from Sourcing to Joining.

· Business Development that includes getting new clients and maintaining rapport with both old as well as new clients

· Sourcing profiles from Job Portals, References, Networking and Head Hunting as per the clients requirement.

· Creating a pool of potentially suitable candidates from all the possible sources.

· Scheduling and coordinating interviews.

· Client Interaction and understanding their requirements.
· Constant follow up with clients and candidates to build a healthy relation.
· Be a part of the extended enterprise of the clients and conduct the preliminary round of interview.
· Build and maintain databank according to skill sets of the employee.
· Created Job Descriptions for jobs across functions and levels.

· Coordinating with HR in all MNC companies for the new requirements.

· Screening the Profile as per the requirement.

· Formatting according to the Company's prescribed format.

· Conducting Telephonic interviews with candidates to know their communication skill and technical knowledge.

· Scheduling Interviews.

· Taking feedback from the client place for the shortlist of the selected candidates.
· Making negotiations between the client and the candidates in matter of salary and other packages.

· Ensuring joining date formalities, offer letter issues, candidate work performance Training and induction formalities.
· Taking care of Reference Check according the client.
· Using Recruitment cycle by using Veda software, as well as a taking trainings on this VEDA Software (Programmed on ORACLE and JAVA basis).
· Sectors that I experienced in to Non IT & IT like Pharmaceuticals, Fertilizers & Chemicals, Metals, Engineering & construction,
· Service Sectors like Information Technology, broad band, Cellular; call centres, Insurance, Banking & Financial Services, Retailing, FMCG.
Team Size: 5
Worked at Rex Hyd for 6 months as an Hr Executive cum Hr Analyst.
About the company: REX SUI Generis SERVICES PVT.LTD (Employment Resource Center) Worked with very qualified and professional team to provide Recruitment Consulting to esteemed Clienteles. Our Network of resources has the flexibility to meet the different requirements of Recruitment, HR Outsourcing and Staffing Services.
· Handling recruitment for IT and Non IT.
· Understanding client’s engagements and requirements and their specifications.
· Providing, best in the industry resume and tracking the status.

· Sourcing the candidates through different job portal.

· Downloading and screening the Resumes as per the client specification/job requirement.

· Forwarding the screened resumes to the client and informing the short listed candidates about the interview.

· Making necessary arrangements for the interview (personal/telephonic).

· Counseling the candidates, about the company which they attend the interview.

· Taking the feed back from the candidates/client.

· Maintaining the database.

EDUCATIONAL QUALIFICATION:

M.B.A – HR from Progressive P G College [O U], Year of passing 2006.

B.Sc – Statistics [K.U], Year of passing 2004.

TRAINING

· Training and  Development -  trained in ITC Grand Kakatiya , 2006

AREAS OF INTEREST:

To work in HR domain with expose to core.

SOFTWARE PROFILE:

· Languages                        :     C, C++.

· Operating systems known:     windows 98/2000 & Xp.

· Packages                         :     Ms Office (MS Word, MS Power Point & MS Excel), Oracle.

· Internet Concepts & Outlook Express,

ACHIVEMENTS:

Active participation in ‘Social activities’.

Involvement in ‘Environment conservation’.

Participation in ‘Cultural activities’.

HOBBIES/INTERESTS:

· Arts and crafts.

· Music
· Traveling.

· Netsurfing

· Reading.
Professional Membership

Life time member of NHRD network
PERSONAL PROFILE:

Date of Birth     :        23rd February 1984.
Gender

:        Female

Nationality 
:        Hindu

Linguistic         :         English, Hindi, Sanskrit and Telugu.

Email               :         bhavanikeelukani@gmail.com, chinnabhavani@gmail.com
	Present Address
	#14/B; Santhosh Nagar; Hyderabad,

Hyderabad – 500059, India

	Permanent Address
	#14/B; Santhosh Nagar; Hyderabad,

Hyderabad – 500059, India


REFERNCE:

On request.

(DURGA BHAVANI KEELUKANI)

