Lokesh R 
Contact - lokeshr9600@gmail.com, 9600020620
Location - Poonamalle, CH-600124

CAREER OBJECTIVE:
· Motivated and detail-oriented Recruiter with strong academic background and excellent interpersonal skills. 
· Eager to apply theoretical knowledge in a practical setting and contribute to organizational success. Quick learner with a passion for continuous growth and teamwork.
· Like to build career in growing organisation, where get opportunity to prove my ability by accepting new challenges, fulfilling the organisational goals and claim the career ladder through continuous learning and commitment. 

KEY SKILLS:
· 
· Domestic and US Recruiting 
· Sourcing, Screening, Interview scheduling
· Applicant tracking systems (ATS)
· RMS (Resources management system)
· VMS (Vendor management system)
· CRM (Candidate relationship management)
· Office management
· Computer skills
· MS Office (Word, Excel, PowerPoint, Outlook)
· Database Management
· MSP
· International voice 
· Negotiation
· Active listening
· Analytical skills
· Communication and interpersonal skills


EDUCATION:
· Dwaraka Doss Govardhan Doss Vaishnav College 2021 to 2024
BCom (General) – 73%
· Jaya Matriculation Higher Secondary School. 2020 to 2021
Higher Secondary Certificate – 88%
· R.T.30 Vivekananda Vidyalaya CBSC School 2018 to 2019
Secondary School Leaving Certificate – 83%

PROFESSIONAL EXPERIENCE:
VIVA IT India Technology Solution PVT, LTD, Chennai 
May 2024 to Oct 2025
HR Recruiter/Talent acquisition specialist 
· Managed the full hiring process for both IT and Non-IT professionals in the US, from sourcing, calling, screening, formatting resume, managing the interview scheduling process and providing feedback.
· Sourced, shortlisted, and recruited candidates using Boolean strings and various sourcing 
techniques for specific recruitment needs. 
· Sourced through various job portals like Career Builder, Dice, Monster, LinkedIn, indeed, Naukri etc.
· Worked with Fortune 500 Clients like Siemens, Baxter, Abbott, PepsiCo, Baker Hughes, Luxottica, Essilor, TriNet, ABB, Avangrid, GE-Healthcare and other state/federal/Government clients.
· Hired for healthcare, medical device, pharmaceutical, financial, telecommunications, oil & gas, Food & beverages, Energy & Utility, Retail, Manufacturing, Production and also for government etc
· Experience in cold calling, navigating through job boards, social media platforms and referrals for recruitment process.
· Screened resume that aligned them with job requirements while ensuring right match to client’s job description
· Assessing candidate’s skill level, Knowledge, interest, organisational fit etc.
· Maintained a right ATS for candidate tracking and ensured maintaining systematic and comprehensive database for candidate data within the ATS.
· Utilized Office 365 tools to format resumes and submit them to the US clients.
· Scheduled interviews as per client, follow-up with consultant, reference check of candidates and ensured smooth communication throughout the process.
· Fostered candidate relationship, follow-up candidates on daily basis and kept strong talent pipeline for future requirements and ensured effective candidate relationship.
· Performed market research, in order to stay updated in emerging trends and to deliver demanding skills to fulfil the client's requirements.
· Drafting attractive emails and SMS for the recruitment process.
· Negotiated and closed candidates at a competitive pay rate.
· Maintained strict adherence to recruitment policies, procedures, and legal standards, particularly concerning data protection and privacy; generated and presented comprehensive recruitment reports.

INTERNSHIP:
DCE (Government)
May 2023 to July 2023
Computer Operator
· Served as a key point of contact in the Help Desk, efficiently managing and organizing all necessary data and documentation to ensure smooth daily operations. 
· Coordinated the TNGASA (Tamil Nadu Government Arts and Science Colleges Admission) admission process by guiding applicants through the procedure, addressing their inquiries, and providing timely solutions to any challenges faced during the application process.  
· Maintained accurate records of applicant data and communications, ensuring confidentiality and compliance with organizational policies. 
· Facilitated clear communication between applicants and administration, contributing to a positive applicant experience and efficient processing of admissions.

CLUBS:
· Citizen consumer club
· Rotaract club

CERTIFICATIONS:
· Advance Excel
· Internship Training – HR
· Stock market/ Security market Advance
· 3C’S in Authenticity in Leadership



