CURRICULUM VITAE
                                                                                                                                   
 
 

PRIYANKA.P.KUMAR



                                                                        HR ASSISTANT
                    
                  A HUMAN RESOURCE EXECUTIVE WITH EXPERIENCE IN PERFORMING
                               RECRUITMENT DUTIES IN HUMAN RESOURCE DEPARTMENT
 
 
 CAREER OBJECTIVE: 
 

TO BE AN INDISPENSABLE PART OF A VALUE DRIVEN ORGANIZATION THAT PROVIDES AMPLE GROWTH OPPORTUNITIES AND A CONTINUOUS LEARNING ENVIRONMENT TO ENHANCE MY CAREER PROSPECTS WHILE MAKING OPTIMUM UTILIZATION OF MY KNOWLEDGE AND SKILLS.

 
 SKILLS PROFILE:

1. 2.1  YEARS OF EXPERIENCE IN HUMAN RESOURCES DEPARTMENT 
2. DEMONSTRATES FLEXIBILITY AND ADAPTABILITY IN DAILY WORK AND TO CHANGING STRATEGIES PROCEDURES.
3. COMPREHENSIVE KNOWLEDGE OF HR COMPETENCIES & RECRUITMENT PROCEDURES. 

CORE COMPETENCIES:
 
1. DETAIL CONSCIOUS
2. GOOD LEADERSHIP SKILSS
3. EFFECTIVE COMMUNICATION SKILSS
4. ABILITY TO MAINTAIN INTER-PERSONAL RELATIONS
5. CONFIDENT
6. FLEXIBLE IN WORK
7. HONEST

EXPERIENCE:
 

       WORKED AS AN HR EXECUTIVE AT ATHENA COACHING INSTITUTE 
       (1ST JUNE 2014 -  31ST JULY  2016)


  JOB RESPONSIBILITIES:
 
     RECRUITMENT
                
1. COORDINATION WITH TECHNICAL PANEL AND UNDERSTANDING THEIR REQUIRMENTS, DEFINING JOB POSITIONS.
2. RESOURCING, SCREENING, AND SHORT LISTING RESUMES THROUGH VARIOUS JOB PORTALS OR ELSE INTERNAL REFERENCE, HEAD HUNTING.
3. SHORT LISTING THE RESUMES BASED ON DESIRED SKILLS AND EXPERIENCE.
4. ADVERTISING VACANCIES, SCREENING AND SHORT LISTING RESUMES.
5. CONDUCTING TELEPHONE INTERVIEWS.
6. ENCOURAGING EMPLOYEES TO PROVIDE REFERENCE FOR BETTER PROSPECTS.

7. ARRANGING FOR TECHNICAL INTERVIEW AND COORDINATING WITH THE CONCERNED PERSON.
8. COMMUNICATING EMPLOYMENT STATUS TO THE APPLIED CANDIDATES.
9. MAINTAINING AND UPDATING THE DATABASE OF THE CANDIDATES.
10. DOING BACKGROUND VERIFICATION OF THE SHOTLISTED CANDIDATES.
11. UPDATING CANDIDATES ABOUT THEIR VISA STATUS (APPLICABLE FOR CANDIDATES APPLIED FOR OVERSEAS PLACEMENT).
12. UPDATING CANDIDATES ABOUT THEIR TICKET STATUS.
13. FOLLOW UP CANDIADTES AFTER THE INTERVIEW TILL THERE JOINING.



INDUCTION AND ON-BOARDING

1. WHEN A PARTICULAR CANDIDATE IS FINALISED AND SELECTED , GIVING HIM / HER THE OFFER LETTER AND GIVING DESCRIPTION ON THE POLICIES, PROCEDURES , AND CULTURE FOLLOWED BY THE COMPANY.
2. PROPERLY FILING RELEVENT DOCUMENTS OF THE NEW JOINEE AS REQUIRED.
3. INTRODUCING HIM/HER TO THE TEAM AND MANAGER.
4. EXPLAINING THE MODE OF COMMUNICATION.


       ATTENDANCE AND LEAVE RECORDS

1. KEEPING A TRACK OF THE ATTENDANCE OF THE EMPLOYEES.
2. FILING LEAVE FORMS AND KEEPING A TRACK OF THE LEAVES TAKEN.
3. SEEING TO IT THERE IS NO MUCH ABSENTEEISM ON ANY GIVEN DAY.
4. SEEING TO IT THAT NO EMPLOYEE IS IRREGULAR AND IF THERE ARE SUCH PEOPLE, TAKING CORRECTIVE AND/ OR PREVENTIVE MEASURES.


       WORKFORCE MANAGEMENT  

1. HANDLING THE STAFF SO THAT PEOPLE ARE NOT DISSATISFIED WITH EACH OTHER.
2. SEE TO IT THAT THERE IS NO GROUPING NO DISSATISFIED PERSON.
3. OTHER EMPLOYEE RELATED ISSUES.




    
EDUCATIONAL CREDENTIALS:
 
1. PERSUING MASTER OF BUSINESS ADMINISTRATION (MBA) FROM AMITY UNIVERSITY(2016-2018)
2. BACHELOR OF COMMERCE WITH  SECONDCLASS FROM P.G.D.A.V COLLEGE DELHI UNIVERSITY (2012-2014) 
3. TALLY ERP 9 COURSE (2014) 
4. A.H.T.M COURSE FROM FRANKFINN INSTITUTE OF AIRHOSTESS TRAINING(2013)
5. HSC FROM C.B.S.E BOARD WITH FIRST CLASS FROM KERALA EDUCATION SENIOR SECONDARY SCHOOL(2011-2012)
6. SSC FROM C.B.S.E BOARD WITH FIRST CLASS FROM KERALA EDUCATION SENIOR SECONDARY SCHOOL (2009-2010)


COMPUTER SKILLS:
 

1. KNOWLEDGE OF MS WORD , MS EXCEL , MS POWER POINT, MIS
2. TALLY ERP 9.0
3. INTERNET


AWARDS AND ACHIEVMENTS:
 

1. PARTICIPATION IN VARIOUS CULTURAL ACTIVITES AT SCHOOL.
2. PARTICIPATION IN YOUTH FESTIVAL IN COLLEGE.

   
PERSONAL DETAILS:
 

DATE OF BIRTH 		: 16 SEP 1993
RELIGION			: HINDU
NATIONALITY			: INDIAN
MARITIAL STATUS		: UNMARRIED
LANGUAGE KNOWN		: ENGLISH, HINDI, MALAYALAM AND TAMIL
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