Basundhara Chauhan
Mobile: 8960712028
Email: basundharachauhan619@gmail.com 
[bookmark: _GoBack]Current Location: Lucknow


Career objective
Work for an organization which provides me the opportunity to improve my skills and knowledge to growth along with the organization objective.

Work Experience:

Maxi Pay Services Private LTD. Lucknow
Sep 20 – Oct 22
HR Executive
Responsibilities
· Filling positions within an organization
· Drafting and update job descriptions of specifications for the position.
· Posting job on job portals (LinkedIn, Naukri, Hirect, Job Hai Recruiter, Indeed, etc.)
· Handle administrative duties and record keeping
· Screened resumes from the job portals as well as database
· Scheduling candidate for interview.
· Interviewing candidates.
· Induction orientation.
· Documents verification. 

Internship:

Petpooja
(22-July-2020 - August-2020) Seven weeks.
Recruitment Coordinator
Responsibilities
· Provide the data on the given data and call them to conduct their telephonic interview.

Skills:
· Communication
· Teamwork and collaboration 
· Decision making 
· Time management
· [bookmark: Academic_Qualification_:-]Employee relations
Hobbies:
· Understanding new peoples and culture
· Reading books
· playing indoor games

Academic Qualification:
· Master’s of Business Administration (Marketing & HR) from Integral University 2019 -2021 
· Bachelor of Art from Deendayal Upadhyaya from Gorakhpur University 2015 - 2017

