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CURRICULUM   VITAE

SARANYA 
Saranya.355556@2freemail.com


OBJECTIVE:
“To work in an environment that provides the fuel to boost my abilities and skills by which I can gain the frontier to establish a standard within and outside the organization.”
ACADEMIC:

	      Course
	Institution
	  Board / University
	Marks

	Master of Business Administration

(MBA)
	IIIT 

KOTTAYAM
	MANIPAL UNIVERSITY


	60%

	BBA 
	ETTUMANOORAPPAN COLLEGE
	Mahatma Gandhi University
	65%

	11TH &12TH (Commerce)
	JMHSS
VAKATHANAM
	Board of Public Exams, Kerala
	75.5%

	10th  Secondary


	JMHSS
VAKATHANAM
	Board of Public Exams, Kerala
	80%


SPECIALIZATION


· MBA- Human Resource Management
WORKSHOPS & SEMINAR ATTENDED
  a). Attended NSS Camp
  b). Entrepreneurship Awareness camp in MG University
PROJECT:
Project Topic:  An Organizational Study at MIDAS RUBBERS Pvt  Ltd. KOTTAYAM

                        Duration:- Two months

                        BBA final project on study on Recruitment and Selection Process  in  FACT,
                        KALAMASSERY, COCHIN Project Duration:  Two months

STRENGHTS:                                                                               

· Interpersonal skills and Excellent Presentation skill

· Ability to work independently
· Positive attitude and strong work ethic

· Hard working.

· Goal oriented.
EXPERIENCE:                                                                               

Worked as an HR Executive at “Nirapara Roller Flour Mill, Trivandrum Since 2014 to

August 2015
JOB DESCRIPTION:                                                                               

Human resources (HR) officers develop, advise on and implement policies relating to the

effective use of personnel within an organisation.

Their aim is to ensure that the organisation employs the right balance of staff in terms of skills

and experience, and that training and development opportunities are available to employees to

enhance their performance and achieve the employes business aims.

HR officers are involved in a range of activities required by organisations, whatever the size or

type of business. These cover areas such as:

· Provide support to supervisors and staff to develop the skills and capabilities of staff.

· Monitor staff performance and attendance activities.

· Coordinate staff recruitment and selection process in order to ensure a timely

             organized and comprehensive procedure is used to hire staff.

.

· Provide information and assistance to staff, supervisors and Council on human

             resource and work related issues.

· Perform other related duties as required

Working as an Admin Executive at “KKJ Group International (India) Pvt Ltd. Elanji
JOB DESCRIPTION:                                                                               

1) Recruitment   -
· Sorting the resumes.

· Screening the candidates based upon qualification & experience.
· Conducting preliminary interview. 
·  Forwarding right candidates to top level management.
·  Assisting them in joining formalities.
· Handling exit interviews, then full and final settlement of the                                 candidates.

2) Administration Activities  -
· Maintaining inward, outward, attendance and leave registers.
· Issuing Visiting cards new staff.
· Employee attendance management (Punching Records).

· Preparation of short leave and compensatory statements.
· Preparation of monthly leave statement for salary work
.
















LANGUAGES KNOWN:                                                                               
· 
To read, write & speak – English & Malayalam
· 
To speak – English, Tamil, & Malayalam 

COMPUTER SKILLS:


· Knowledge in usage of Microsoft Office System (MS WORD, MS EXCEL).

· Knowledge in preparing presentation, using software like MS PowerPoint.
· Tally ERP9
            PERSONAL DETAILS:

Date of Birth


: 
06/03/1992
Marital Status


: 
Single 
      Sex




:
Female

      Religion



: 
Hindu
      Nationality


:
 Indian

.     Blood group


:
 O +VE 
DECLARATION

     I, hereby declare that the above given information are true to the best of my knowledge and belief.
DATE:  06/01/2017                                                                                       
PLACE:  KOTTAYAM                                                                                 
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