Aditi Mishra
Call: (+91) 8505885361
 E-mail: aditi.mishra37@gmail.com
Address- K 1603 Ace city Sector 1 Greater Noida

 PROFESSIONAL SUMMARY

[bookmark: _GoBack]●1.2 year of total experience in U.S. IT Recruitment.
● Responsible for Recruitment Strategy & responsible for day-to-day operations for the defined recruitment functional areas. 
● Maintained a strong data base of high calibre candidates. 
● Worked closely with account managers to understand the requirement completely, full cycle recruiting. 
● Conduct telephonic interviews with selected candidates so as to identify the best match for the position and at the same time making them understand the requirement and culture of the client/company


PROFESSIONAL EXPERIENCe


ENGINEERLY TECH SOLUTIONS                                                                  
 
US IT RECRUITER                                                                                              Apr 2021-PRESENT
● Screening candidates for availability, interest level, and job match through Motivation, Other opportunities, Availability, Technology, and Salary. 
● My responsibilities include identifying suitable candidates for direct placements and contract-based positions depending on client needs. 
● Network and maintain relationships with key candidates and candidate communities (local and non-local) to enable short immediate hiring and long-term opportunistic hiring. 
● Exceptionally negotiated salaries, relocation costs, margin, and billing rates to maximize profit 
● Performed exceptionally in the process of conducting preliminary technical check, reference check, interviewing and screening the consultants over the phone. 
● Preparing the candidates for the client Interviews as per the requirement of the client. 
● Getting involved in the Paperwork along with the Accounts Manager, so that the process is completed smoothly and there is no miscommunication among the Accounts Manager and the consultant. 




Activities	

● I was handling calls and sourcing resumes for client and report to the team lead. 

● Call and made a deal with consultant for the position and took submission details. 
● Day to day report to manager and team lead.
● Played a major role in convincing the candidates for contractual position. 
● Working experience of effectively using online resume banks like Dice.com and Monster.com. 
● Extensive Experience of Different US Tax Terms (C2C, W2, 1099) and US Geography. 
● Contractor, Full Time and 1099), compensation packages and relocation assistance. 
● Familiar with US Visa status (H1B, GC EAD, USC, H4EAD, L2EAD, TN etc). 
● Familiar with different US time zones (PST, MST, CST, and EST).

VECTUS INDUSTRIES LIMITED


EXECUTIVE-CRM                                                               JUNE 2015- MARCH 2018


· Customer Queries & Feedback Management 
· Scheme Management
· Coordination with IT for modification in CRM Software
· Creation of Leads in CRM –Indiamart & Tradeindia
· Managing Web Queries
· Receiving calls from the Toll Free Number
· Making Outbound calls 
· Co-ordination with Sales Team and Plumbers, Dealers



      EXECUTIVE-CRM & DEBTOR CONTORL                        MARCH 2018- SEPTEMBER 2018


· Chase overdue amount by telephone, email within agreed timeline Reducing No. of Days outstanding to 30 days
· Reducing No. of Days outstanding to 30 days
· Keeping Track of PDC
· Maintain accurate records of all chasing activity like sales return, credit note and write off etc
· Keeping track if Commitment made in Dispatch Release Information
· Maintaining MIS of the collected payment & Shortfall
· Managing Collection Plan
· Weekly Aging Report
· Identifying Cases of Provision, and Legal







AIRWIL BUSINESS PARK PVT LTD

PROCESS CO-ORDINATOR                                                             MAY 2014- JUNE 2015
· Preparing Weekly and Monthly MIS of sales.
· MIS Mention on daily basis.
· Preparing Annexure, Agreements, Demand Letter, Welcome Letters, Receipt Etc.
· Making Calls for Recovery
· Resolving Issues & Amendments of Customers 
· Mail for Deposition of Cheque (Daily)
· Generating commission bills and sending it to Accounts Department.
· Co-Ordinate In between Clients - Dealers
· Taking follow up for Registry & Its Complete Procedure (Scanning & Filing)
·  Filling of Docs (Daily)
·  Taking follow up for Documents & Installments from dealers as well as clients
·  Taking follow Up for Receipts & Agreements.
·  Arranging hotel stay and Train reservation for clients.


VILLA REALTORS PVT LTD.


SALES CO-0RDINATOR                                                                     JUL 2013- MAY 2014


· Listening to customer requirements and presenting appropriately to make a sale
· Managing the entire sales operations and administration of team.
· Develop and implement the marketing strategy                                 
· Post sales assistance to customers for the completion of the documentation.
· Handling the team of sales executives and help them to achieve the sales targets.




















    
...............................................................	SKILLS……………………………                             ……………
· Relationship Building and Result oriented.
· Professional selling skills.
· Good Communication skills.
· Ability to convince customers on ideas, concepts and business proposals.
· Creative and analytical ability.

EDUCATION   

Bachelor Degree (Pursuing)
B.B.A from Swami Vivekanand Subharti University
Technical experience

Microsoft Word
Microsoft Office
Excel
Power Point
Typing 51 Net words per minute         
                    
Personal Information


Father’s Name	:	Mr. Durgesh Mishra
Date of Birth 	:	13./09/1995
Gender	:	Female
Marital Status 	: 	Married
Languages known	:  	English and Hindi
Permanent Address	: 	K 1603 Ace City Sector 1 Greater Noida
I declare that the above particulars filled in by me are correct and true to the best of my knowledge and belief. 

             Date:
Place:  Noida                                                              											(Aditi Mishra)

