CURRICULUM VITAE


ARZU KHAN
Address - Al – Mamoura, Abudhabi
Contact No - 05678733929
 

Career Objectives:
A growth oriented person, working in a progressive organization where my skills are effectively improved and utilized to contribute to the organization‘s growth and success.

Aspiring for a job in a growth oriented organization, where my recruiting experience and organization skills can be used for making a positive contribution in the human resources department by putting in maximum efforts.

I tend to work hard with complete dedication and devotion, which would give satisfaction to me and the people associated as well. I believe that learning is a continuous process and along with hard work, zest and motivation towards work, helps to learn and perform better.


Educational Qualification:
· B. B. A from Teer thankeer Mahaveer University
· XII from UP board
· X from UP board



Work Experience:
· Working as HR Recruiter in Mukul Consultants India Pvt Ltd from Dec 2018 to 26th Dec 2021.



Key Skills:
· Screening the process of reviewing a person to go to the next step
· Good knowledge of utilizing the communication aids.
· Ability to handle candidates of different age groups.
· Identify the candidate strength.
· Make search in Job Portal.
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Responsibilities:

· Responsible for screening resumes determining which candidates meet the minimum requirements. Then move chosen candidates on to the next step in the hiring process.

· Responsible for conducting initial interviews, which are then used to narrow the number of potential candidates who will be interviewed by the hiring manager. I will set up interview appointments between the chosen candidates and the hiring manager.

· After interviews have taken place and the hiring manager expresses an interest to hire a candidate, the recruiter is often called upon to coordinate the reference and background checks. Reference checks by verifying employment information and contacting the professional and personal contacts provided by the candidate.

· Make Search on Job Portal, Maintaining relationships with both internal and external clients to ensure staffing goals are achieved.
· Staying current on the company’s organization structure, personnel policy, and federal and state laws regarding employment practices.

Personal Information
Date of Birth	: 15th October, 1993
Gender	: Female
[bookmark: _GoBack]Marital Status	: Married
Nationality	: Indian
Ability	: Good Learner, Fine Communication Skills, Adaptable, Computer Savvy, Dedicated towards Work.
Passport Number           :V3577122
Passport Expiry             :01/11/2031

Interests
Learning anything which is useful to my work, challenging ventures.

Languages known
English & Hindi (Written and Spoken)


The above information is true and correct on my belief. You are requested to assign any work related to above experience or more. There will be no stone unturned to give every satisfaction to my superiors with my best work.



Date	:

Place   : Abudhabi	ARZU KHAN
