 HARNEET KAUR
E-Mail: hkharneet6@gmail.com
Phone: 9999800246
CONTENT WRITING & EDITING 
Industry Preference: Ecommerce/Marketing/Publishing
PROFILE SUMMARY
· A result-oriented professional with around 5+ years of rich experience in Content Writing, Management and Copy Editing 
· A planner & strategist with proven skills in managing and handling administrative & operational controls in corporate communication & brand / image building through a synergic set of communication activities

· A thorough professional with a proactive attitude, capable of thinking out of the box and generating new ideas

· Proficient in writing & editing, adhering to set standards regarding order, clarity, conciseness, style and terminology in accordance with any defined framework

· Proven track record of mapping the latest trends of learning content design and shaping them up through innovative ideas 

· Possesses good understanding of content development standards and instructional techniques

· Excellent communication, presentation and interpersonal skills with proven abilities in working in a computerized environment

CORE COMPETENCIES
· Organizing material and complete writing assignment according to set standards regarding order, clarity, conciseness, style & terminology

· Analyzing developments in specific field to determine need for revisions in previously published materials and development of new material; reviewing published materials and recommending revisions or changes in scope, format, content and methods of reproduction & binding

· Scouting for material on various subjects and identification of Scholars & Experts who could enrich the proposed project; organizing initiatives for gathering inputs on specialized subjects

· Gathering information on developments in relevant fields to determine need for revisions in previously published materials and development of new material

ORGANISATIONAL EXPERIENCE
Onkar Infotech Private Limited                                                                                                                                 Feb’17-Present

Executive- SEO Content Writing

Ernst & Young (EY)                                                                                                                                                         Aug’16-Dec’16
Executive-National Markets

Jaarvis Labs                                                                                                                                                                        Jun'15-Jun’16
Sr. Content Developer

                                               






                     
St. Thomas’ School, Dwarka







                Apr’14- Dec’14
PRT (English)

Nextag (now Wizecommerce) 








Aug’12 – Mar’14
Copy Writer and Editor

Compare Infobase Limited 








Jul’11 – May’12
Web Content Writer

Key Result Areas
Onkar Infotech Private Limited, Gurgaon, India

· Writing travel-based stories for the UK-based website – Southall Travel

· Editing the travel stories written by other writers

· Developing content for newsletters
· Producing landing page content for city/state/country pages on Southall Travel
· Developing content for Facebook and Instagram presence of Southall Travel
· Coming up with strategies to increase organic engagement on the social media pages of the brand

Ernst & Young, Gurgaon, India
· Defining content strategy for internal engagement initiatives of the organisation – newspapers, newsletters, calendars, magazines etc
· Managing the ‘Daily News Alert’ section of the firm in India. Writing and editing content pieces from a firm-wide perspective before publishing them on the platform
· Managing the ‘winning in the market’ section. Engaging with the key stakeholders to seek information, draft communication on recent wins of the firm and publishing it at a firm-wide level
· Editing all emailers, screensavers before they are circulated at a firm-wide level

Jaarvis Labs

· Defining content strategy for brands under Jaarvis Labs - Emailers, website content, marketing collaterals, content planning for events, video scripts etc
· Consultation on content creation to incubatees of Jaarvis Labs - Jaarvis Accelerator, CallFixie India, Pressie India and ApTag
· Pivoted social media content strategies for brands under Jaarvis Labs

· Social media content monitoring, analysis and reporting
· Managing junior writers, editing their work and giving feedback/suggestions for improvement

St. Thomas' School, Dwarka
· Handling the creative section of the school magazine as well as penning the words for social presence of the school on website and leading social media platforms

· Writing scripts for debates, dramas, extempore competitions organised/participated by the school

· Conceptualisation of the theme for the Annual function, Sports Day and other significant events organised by the school

· Teaching the language English to two sections of class 5
Nextag (Wizecommerce)
· Writing/Editing SEM Ad Copies
· Keyword Generation through Google AdWords Keyword Planner: keywords extraction and deployment
· Keywords reviewing/scanning to ensure quality
· Work on keywords to remove the prohibited tokens
· Maintaining SERP
· Policy Compliance: creating safe tokens and prohibiting tokens for spooky words and keeping a regular check on the Google policy updates for spooky and prohibited tokens
· Writing/Editing Facebook Ad Copies and searching relevant images for the same
· Maintaing Facebook and Google Plus pages of the various brands: strategising, running campaigns and meeting all content requirements
Compare Infobase Limited

· Involved in writing content for travel (travel.mapsofindia) and education (education.mapsofindia) based websites of the company

· Carrying out management of the official blog of Maps of India, (blog.mapsofindia) one of the most renowned websites in the domain of maps

· Accountable for writing on current events from around the country and the world 

· Writing press releases for polls conducted by the company

· Writing content for online quiz organised by the company

ACADEMIC DETAILS
· B.A. (English - Honors) from Delhi University 2011
CERTIFICATIONS
· Certificate Course (Yoga Training) from Bharatiya Vidya Bhawan in 2015

· Bachelors of Education from Kurukshetra University in 2012

· Advanced Diploma (French Language) from Delhi University 2011
· Diploma (French Language) from Delhi University 2010
· Certificate ( French Language) from Delhi University 2009
ACADEMIC ACCOLADES
· Secured top positions for all three years of college in B.A. (English - Honors)
· Bestowed with award by Hindi Academy for securing 91% marks in 2006
· Received award by Punjabi Academy for securing 86% marks in 2006
· Contributed significantly towards Saraswati Samman, a debate organized by Avantika (group of contemporary artists & intellectuals) in 2005
· Partook in a debate organized by ETV-Urdu in 2008
· Took part in various inter-school, intra-school school English language recitations and extempore and secured 1st and 2nd positions respectively
LEADERSHIP POSITIONS

· Served as the Head of the English Literary Society of the college
· Accountable for the training of newly employed writers at Wizecommerce
· Heading the content team till the manager at Jaarvis Labs returned from the maternity leave
PERSONAL DETAILS
Date of Birth:

15th August 1990
Languages Known:
English, Hindi, French & Punjabi
Mailing Address:

P-4093, Devinder Vihar, Sector 56, Gurgaon, Haryana-122011
Location Preference:
Gurgaon[image: image1.png]
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