SALONI LAXMAN TALEKAR                                 Mobile Number: 8329709824 
Holkarwadi, Hadapsar, Pune-08                                     Email id:saloni4545t@gmail.com 
 
 
Profile : HR Executive with 11 Month of work experience in recruiting IT professionals. 
 
 
Objective : 
 
Now looking to secure a challenging and rewarding new role within the digital marketing industry, where skills, knowledge and expertise gained throughout previous experience in the IT sector can be transferred across and utilised to best effect for the benefit of your organisation. 
 
Key Competencies : 
 
· Excellent internet skills. 	• Like to interact with people. 
· Good Communication skills. 	• Good Listener 
· Open to ideas. 	• Quick Learner 
  

Certificate:
· Digital marketing 
· Google adwords 
Digital Marketer skills acquired while studying 
 
· Website Management through WordPress,Wix,Google my business etc. 
· Creating Logo Design using Canva, Looka etc. 
· Manage and maintain keyword lists, including keyword rankings. 
· Perform ongoing keyword discovery, expansion and optimization. 
· [bookmark: _GoBack]Email Campaigns. 
· Have a knowledge of search ranking factors. 
 
 
Knowledge Of : 
· Search Engine Optimization (SEO) 
· Website Analysing 
· Social Media Marketing 
· Google Adwords 
· Wordpress 
· E-mail Marketing 
· Google Analytics  
· Keyword research 
 
Career Summary : 
Worked as HR Executive in URS Systems  
Pvt. Ltd. (Pune )    
 
March 2019 – Present    
Responsibility: 
· Partnering with hiring managers to determine staffing needs 
· Screening resumes 
· Performing in-person and phone interviews with candidates 
· Coordinating interviews with the hiring managers 
· Following up on the interview process status 
 
 
 
Key Skills: 
 
Basic Computer, MS office 
  
Academic Qualification: 
 
	   
Degree/Examination 
 
	Institute/College 
	Board / University 
	Percentage 
 
	Year of Passing 

	DIPLOMA IN IT 
	JSPM 
	MSBTE 
	61% 
	2012-
2016 

	SSC 
	DR DADA GUJAR 
	Mahrashtra state board 
	   64% 
	2011-
2012 


 
 
  
 
Personal Details : 
 
	Nationality 
	Indian 

	Strengths 
	Team Work, Very Friendly, Communicate Easily, 

	Interests 
 
	learning new things,Travelling., Watching Movies. 


 
Declaration 
I hereby declare that the information mentioned above true to the best of my knowledge and subject to verification. 
  
 
 
 
Place  :-   Pune                                                        ( Saloni  Laxman Talekar). 
 
