
V SOUJANYA DURGA
Phone: +91 7337329169  		                                                                                  Email: vennusoujanya16@gmail.com


Professional Experience

1. ANMOL MEDIA SERVICES & RECRUITMENT FIRM.

Role : HR Executive ( January 2017 to December 2019 )
Responsibilities :
· Sourcing the profiles form different job portals like Naukri, LinkedIn, Facebook and Indeed & posting the requirements, Bulk emails and SMS,   
· Screening the profiles according client requirement.
· Short listing and place them in suitable job roles.
· Preparing the JD’s for job profiles.
· Follow up the candidates till joining in the company.
· Update the day to day report to Head of the Department.
· Maintaining the data into excel sheet and providing the required information for updates 
· Taking care of Admin duties. ( Attendance , Salaries, Pending and Filling documents  )
· Handling the accounts part, preparing vouches, entry the data into excel coordinating with accountant department.
· Handling team and make them work on time with confidence.



2. GLOBAL TREE CAREER PVT LTD.

Role:  HR Recruiter (February 2016 to November 2016)
Responsibilities:
· Sourcing the profiles form different job portals.
· Screening the profiles according the client requirement.
· Short listing and place them in suitable job roles.
· Fallow up the candidates till joining in the company.
· Holding the joining and ending formalities. (By providing the offer letters, documentation & reliving letter.)
· Keeping HR records in data and files.
· Employee documentation & background verification.
· Marinating the attendance registered bio metric information from networking department and provide the data on salary time.





3. IQAG PVT LTD HYD. . (PMKVY projects)

Role:	HR Recruiter (December 2014 to November 2015)

Responsibilities:
· Sourcing the profiles form different job portals.
· Screening the profiles according the client requirement.
· Short listing and ending them for assessments at state wise exams 
· Fallow up the candidates regarding the examination like date, time, center etc.
· Filing the application of the assessors for applying for assessment.
· Take responsibility for internal hiring of the company.
· Take care of Hr formalities for internal staff 

Skill Sets
· Operating System       : Xp-3. Vista, WIN_7
· Packages     	            : Basic concepts, Ms.office.

Education

· MBA from R.G.KEDIA P.G College (2014)
· B.Com from Osmania University in (2012).
· Intermediate (Civic Economics Commerce)
· SSC in 2007

Personal Details


Name 			: V. Soujanya Durga
Husband Name		: Sai Kumar. A
Date of birth		: 16-7-1991
Language known		: English, Hindi and Telugu
Nationality			: Indian
Marital status		: Married   
Location 			: Hyderabad.     


Declaration:

I hereby declare that the information furnished above is true to the best of my knowledge.



DATE:                                                                                                         (V.SOUJANYA DURGA)
