manisha shankar
Email: Manisha17shankar@gmail.com
Phone No.: 9818631007
Summary 
Astute and exceptionally dedicated student with the motive to build a career in a growing organization and solid commitment to provide high quality support to the management for consistent growth and development. 
Experience

Intern [Bharat Heavy Electricals Limited- BHEL] 
· Assisted recruitment of interns through college fair and screening of applicants
· Conducted background checks on candidates by obtaining information from law enforcement officials 
· Gathered personal records from all employees from each department 
· Supported management in developing and implementing personnel policies and procedures 
· Worked directly with the recruitment team

Intern [Housing and Urban Development Corporation Ltd.- HUDCO]
· Worked with hiring managers to review job descriptions and confirm skills required for recruiting interns
· Conducted recruitment effort for interns, including writing and placing advertisement
· Supported HR department with administrative duties such as confidential file maintenance and compliance
· Processing of invoice 

Intern [Solaris Infrastructure Corporation] 
· Handled recruitment process
· Arranged client meetings 
· Maintained employees record, training and personal information
· Assisted client groups with weekly and yearly performance management systems and tools ensuring complete and timely delivery
· Worked with employees to establish and maintain a positive work environment 

Education
BBA LLB [honours] [2014-2019], Galgotias University 

skills 
· Performance management 
· Customer service 
· Project management 
· Networking skills 
· Human Resource management 
· Leadership 

