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Objec�ve

Mo�vated and detail-oriented English Honours graduate seeking a posi�on in Talent Acquisi�on. Eager to leverage strong communica�on skills,
analy�cal abili�es, and a passion for human resources to contribute to the recruitment and growth of a dynamic organiza�on.

Experience

Pree� Enterprises
Administra�ve Execu�ve

Created and posted job adver�sements.

Screened resumes and scheduled interviews, managing the hiring process

Prepared offer le�ers and onboarding documents for new hires.

Managed office supplies and sta�onary inventory 

Maintained accurate inventory records and generated reports.

Scheduled and organized internal and external mee�ngs.

Prepared mee�ng agendas and minutes, ensuring effec�ve communica�on.

Followed up with clients regarding inquiries, appointments, and feedback.

Provided excellent customer service, strengthening client rela�onships.

Answered and directed phone calls and emails, maintaining efficient communica�on.

Handled incoming and outgoing mail and packages.

Educa�on

Shri Guru Tegh Bahadur Khalsa College, University of Delhi
BA in English Hons

Sachdeva Public School, Delhi
12th CBSE Board Examina�on with 95% in best of four.

Sachdeva Public School, Delhi
10th CBSE Board Examina�on with 86%

Skills

● MS Excel ● MS Word ● MS Outlook ● Research & Analysis ● Internet Applica�ons ● MS Office

Self Evalua�on

● Communica�on Skills: Strong verbal and wri�en communica�on skills to interact effec�vely with candidates, hiring
managers, and
team members.
● Interpersonal Skills: Ability to build and maintain rela�onships with candidates and colleagues.
● Organiza�onal Skills: Efficient in managing mul�ple tasks, schedules, and priori�es.
● A�en�on to Detail: Me�culous in reviewing resumes, scheduling interviews, and maintaining accurate records.
● Problem-Solving Skills: Ability to handle unexpected challenges and find solu�ons to recruitment-related issues.
● Adaptability: Flexibility to adjust to changing circumstances and requirements in a fast-paced environment.
● Time Management: Effec�ve in managing one's own �me and the �me of others to meet deadlines.
● Teamwork: Capability to work collabora�vely within a team to achieve common goals.
● Basic HR Knowledge: Understanding of Recruitment processes.
● Research Skills: Ability to source and iden�fy poten�al candidates through various channels.


