B. Sinduja
Karimnagar, Telangana 505001
Sinduja91221@gmail.com 
9701794135

Summary
Motivated and detail-oriented professional capable of handling multiple responsibilities. Seeking a position where I can leverage my diverse skills in content creation, recruitment, and communication to contribute to organizational success and grow professionally.

Education
CMR University, Bangalore
Bachelor of Arts in Psychology, Literature, and Journalism (2021 – 2024)
Alphores Junior College, Karimnagar
Intermediate (SSC) – (2021)
Vivekananda Residential School (CBSE), Karimnagar
10th Grade – (2019)

Skills
· Recruitment and Selection
· MS Excel
· SEO
· WordPress
· Online Journalism
· Communication and Interpersonal Skills
· Employee Records Management

Professional Experience
Recruiter
Bitflow Innovative Group, Hyderabad
Aug 2024 – Present 
· Expert-level knowledge and use of recruitment platforms including Monster, LinkedIn, CareerBuilder.
· Shortlisted resumes to match candidate skills with job requirements.
· Utilized recruiting and marketing techniques like vendor networking and job board searches.
· Communicated with candidates regarding availability, relocation, and contract/permanent options.
· Conducted phone screenings and interviews and assessed candidate skills.
· Organized client interviews and relayed feedback to candidates.
· Guided candidates through interview preparation, feedback discussions, and offer stages.
· Strong persuasion, negotiation, and investigative skills in high-pressure environments.
· Coordinated with clients to gather requirements and fill out questionnaires.
· Consistently exceeded recruitment goals and targets.

Content Writing Intern
INPAC TIMES
· Wrote engaging and informative articles on diverse topics for digital publication.
· Conducted SEO optimization, collaborated with editors, and maintained a consistent style.
· Used audience metrics to improve content strategies and boost reader engagement.
· Enhanced writing, research, and editorial skills.

HR Intern
· One-Month Internship
· Assisted with screening resumes and conducting initial interviews.
· Supported HR operations by organizing and managing employee records.


