MEENAZ KHAN

Fesults-driven HR professional with around 1 year of experience in recruitment, talent
management, and bemefits administration. Proven track record of impraving employes
engagement and driving business growth,

kminaz492@gmail.com B B800564622

ﬁ A-131, Sec 3, Near Mansa B 06 January, 2001
Ram, Dwarka, Mew Delhi,
Mew Delhi, India
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@ WORK EXPERIENCE

® HR Executive
A.S.Edutech

S .

rfierements

Aszisted in the recruitment process, scheduling interviews and processing
varous documents

@ LancuAcEs

Maintained accurate and up-to-dakte HR records and reports
English
Fuil Professional Profickency

Sourcing candidates online and updating Job ads and collecting documents

[ ]

Rezponsible for finding potential emplovees for the clients

Hindi = Working on various portals and hiring For healthcare sector for Ministry of
Mative ar Bilingual Proficiency Health and Ministry of Defence

Conboct MrArshod Roshesd - 9091990764

® HR Executive Intern

Aarhiepements/Ta

* |mplementing and managing HR policies and procedures

* Managing recruitment processes, including resume screening, scheduling
interviews, and conducting background checks

* Maintaining employee records,updating HR databases and managing employes
benefits and compensation packages

* Conducting performance evaluations and providing feedback to
employess. Addressing employee relations issues and resolving conflicts

Conbaoct: MsShivand - 8802422308 hnfintouchgrou.in




WORK EXPERIENCE

# HRIntern
Aashman Foundation-NGO

T NGO WarEIng For wodows Wonhen emooLerman

Lcfievement s Togks

the same

Contoch: MrHarshit - 96703 14055

® Operations Management Intern
Dentbay

« Assisted in product upload on E-Commerce platforms such as eBay and
Magento

contoct: Mevaibhor - contactdhdentbay. cam

@© cermiFicATES

Certified Maukri Maestro Recruiter

@ rersonAL PROJECTS

» Sourcing candidates onling for various profiles and conducking interviews for

Employee awareness with HR policy and it's impact on job satisfaction

Stress management of employees working in IT sector

EDUCATION

& Master of Business Administration (MBA)
Delhi University

(= TESEnl

@ Bachelor of Business Administration (BBA)
Guru Gobind Singh Indraprastha University

@ Senior Secondary Education
M.k.Bagrodia Public School

@ AcHIEVEMENTS

Award from Ministry of Parliament affairs for MUN speaking skills
Zonal level athlete participation

Certifications & prizes for writing skills,art & craft

Cold medal in athletics

Participated in various co curricular activities in school & college




