[image: image1.png]HR Operations Coordination

Sourcing and Screening

Resource Planning & Optimization

Database Management

Reporting & Documentation

Team Coordination
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 PROFILE OVERVIEW      
A promising PGDM (Human Resources) holder with one year experience as an HR Executive with the ability to attract talent across different domains and coordinate human resources initiatives ; in-depth engagement in performing HR as well as  administrative tasks
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 ( ( jincy.385700@2freemail.com 
	AT A GLANCE

[image: image4.emf]Proven time management and follow-through skills with the ability to work on multiple tasks with tight deadlines
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Excellent interpersonal communication & organizational skills in maintaining effective working relationships at all levels of the organization

Basic knowledge of UAE labour law
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SKILL SET


	WORK EXPERIENCE

Intern – Human Resources  ( Eben Telecom Pvt. Ltd. , Kerala (May ‘17 – July ’17)
· Sourcing candidates using existing databases, job portals, social media and screening candidates’ resumes
· Conducting telephonic and personal interview for preliminary screening
· Planning, organizing and managing walk-in interviews

· Initiating the background verification processes for the selected candidates.
· Performing joining and resigning formalities and organizing induction programmes for new employees.
· Preparing reports on key requirements, new recruits, offers extended & offers declined.
· Compiling and maintaining employee files
·  Handling reception in the absence of the receptionist
· Issuing offer letters and temporary ID cards to the new employees
· Updating department supplies on a timely basis
Junior HR Executive ( Gravity Designs structures & Interiors , Kerala (May ‘15 - June ’16)

                                                                                                               (May ’18 – July ‘ 18)

· Managing hiring activities from Requisition Creation till On-boarding
· Posting job descriptions on the job sites and shortlisting  candidates
· Sending E -mails to shortlisted candidates, maintaining candidate database and addressing queries via phone and E-mail
· Handling End-to-End Recruitment & Selection process including  Sourcing, Scheduling and conducting HR interviews
· Preparing HR letters (Offer letter/Experience certificate) and memorandums 
· Acting as a point of contact, answering customer queries and building influential customer relationship
· Communicating employee & customer grievances to the Manager

· Monitoring daily attendance and absenteeism
· Conducting employee welfare activities 
ACADEMIC CREDENTIALS

· Post Graduate Diploma in Management – Human Resources (2016 – 18)

PSG Institute of Management, Coimbatore, TN, India; CGPA - 7.70/10

· Bachelor of Arts in English Literature & Communication Studies (2012 – 15)

       St. Xavier's College for Women , Aluva, Kerala, India; CGPA - 3.18/4

ASSOCIATION MEMBERSHIPS

· Coimbatore Management Association

· The Indian Society for Training and Development

· National Institute of Personnel Management

LINGUISTIC ABILITIES

· English

· Malayalam

· Hindi  
	

	CERTIFICATES

· P G Diploma in Industrial Relations & Labour Laws- Symbiosis Centre for Distance Learning

· Certificate in Microsoft Excel 2013- Simplilearn

· Business Across Borders-Berjaya College, Malaysia

Technical Purview: MS Office Suite (Excel, Word and PowerPoint)
Voluntary Assignments: A study on ‘Deviant Workplace Behavior’
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