Smriti Srivastava
Sec-49, Noida
Contact No: 7503363897, 07599211354
Email: Smriti325@gmail.com


Objective:
To achieve a trust worthy position in the organization from where I can contribute in the development of the organization with the skills having.

Professional Experience:
1 Currently working as Recruiter at Earth Infrastructure Ltd.
-- Sourcing the resumes from Naukri, monster and some other sources 
-- Explaining the requirements to the candidates and scheduling interview with the technical team
-- Understanding the requirement from preparing Job Description and Posting advertisement in job portal 
-- Manage and maintain a recruiting database 
-- Screening the profiles and conducting initial evaluation 
-- Follow up with the selected candidates for joining on date 
-- Maintaining weekly Excel sheets of Candidates lined up offered candidates etc
2 Worked as Market Research Analyst at iSource Opportunities.
-- Online Marketing
-- Data Collection, Data Compilation
-- Primary and Secondary Research
-- Identifying clients through networking methods
-- Contact generation
-- Preparing final capsules in word format
3 Worked as EPUB Developer  at Innodata Isogen Pvt. Ltd.
-- Zoaning in Pdf
-- Comparing Pdf to HTML file
-- Writing HTML Tags
-- Fixing Errors
-- Preparing EPUB
-- Quality Check

Professional Skills:	
Operating System:		MS Windows 2000, XP, Window7
Languages:			HTML, XML, C#
Tools:				MS-Office, Adobe Photoshop, Adobe Dreamweaver, Corel Draw                     
                                                
Academic Qualifications:
PGDCA from Vidyapeeth University, Varanasi (affiliated to U.P. Technical University) with 60%
B.Sc. from VBSPU with 62%.
12thfrom Allahabad Board with 59%. 
10thfrom Allahabad Board with 62%.

Extra-Curricular Activities :
· Won prizes for organizing the cultural activities at college level.
· Won prizes in various mgmt. Quiz’s at college level.

· Hobbies
· Music, Traveling, Puzzle Solving.
· Making Friends
· Reading Books
· Internet Surfing

Personal details:	
Father’s Name:		Mr. Arun Kumar Srivastava
Date of Birth:			16th October 1984
Language Spoken:		English, Hindi
Gender:			Female
Permanent Address:		Veer Nagar Colony, Chitaipur, Varanasi (U.P.)

Declaration:
I hereby declare that all the statements and information given by me in this application are true, correct and complete to the best of my knowledge and belief. 
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