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JINCY
Assignments in Corporate milieu, entailing human Resources & Office management, and Administration with a Reputed Organization. So that I can explore my skills and experience to the best of my ability and to add valuable asset to the organization as an active member.

CAREER HIGHLIGHTS

    1.                  4 October 2010 to 1 Feb 2012                    H.R Executive     

Life Insurance co ltd is a leading insurance co in India, providing various insurance products to its customers. 
Notable Credits
Job Responsibilities: 

· Reporting & designing the reports, day-to-day basis for the management.
· Preparing various monthly & quarterly HR MIS. 

· Looking after joining and exit formalities.

· Handling employee’s mails and coordinating with the operation department.

· Responsible for checking references.
2.    Central womens College       3rd Aug 2012 to 13th Nov 2013   
      Lecturer

(i) Worked as a Lecturer for BBA faculty for 1.3 years. Developed creative and imaginative projects for the class to participate.

(ii) Attended seminars and meetings with senior lecturers and professors.

(iii) Preparing presentation and presenting it to the professors.

(iv) Preparing chart for the clear understanding of the students.
3. Kneoteric e solutions Pvt Ltd.   3rdDec 2013 to 30thJuly 2014 IT Recruiter cum Admin Executive
Kneoteric e Solutions is a US based IT company which deals in web designing and PHP developing and providing valuable services to its clients.

Notable Credits

Job Responsibilities:

· Preparing various monthly & quarterly HR MIS. 

· Looking after joining and exit formalities.

· Handling employee’s mails and coordinating with the HR department.

· Responsible for checking references.

· Checking daily attendance of the employees.

· Responsible for Leaves of employees.

· Maintain attendance report of the employees on excel sheet on monthly basis. 

· Keeping update of number of leaves of employees.
· Looking after IT recruitment for various technical posts.

4. Allen House Public school     16th July 2015 to 20th December 2015 Admin executive cum Librarian

Job responsibilities:

· Coordinating with the employees regarding various issues.
· Checking daily attendance of the employees.

· Responsible for Leaves of employees.

· Maintain attendance report of the employed on excel sheet on monthly basis. 

· Keeping update of number of leaves of employees.

· Maintaining Accession register of library.
· Keeping the record of the books.

5. 1st Feb 2016 to 30 April 2016    Office Manager

        It’s an I.T company based Company in Dubai (UAE) (Dubai Internet City).

· Looking after the visa processing.

· Taking care of the leaves & Salary of the employees.

· Looking after training.

· Managing the mails of the clients.

· Preparing invoices.

 ACADEMIC PROJECTS:

SUMMER INTERNSHIP TRAINING PROJECT:

Project title:
Recruitment of eligible candidates through Headhunting and creating a Talent Database. 

COMPANY: Life Insurance CO Ltd.  
Description: Expertise comes in the areas of Resourcing, Internet Research, Head Hunting, Screening, Short listing, Scheduling Interviews, Interviewing Candidates, further coordinating interview with Functional Heads, Negotiation with candidates, Preparing MIS of the candidates.
· Effective in utilizing resources, improving processes, increasing quality and reducing costs.

· Maintaining MIS.

· Looking after Exit and ESIC forms.
Professional Qualification:

Masters of Business Administration (MBA) specializing in Human Resource Management and Marketing from Amity Business School in 2008- 2010.
Educational Qualification:
· HSC from Emma Thompson School Luck now (I.S.C) in 2002.  

· SSC from Emma Thompson School Luck now (I.C.S.E) in 2004. 

· B.Com from Luck now University in 2008
Computer Skills:  

Packages

:
MS Office

Tools


:
MS Outlook Express

Others


:
Internet Operations, especially Search Engines.
Operating Systems
:
Windows 7, 8, MAC Os. 


KEY SKILLS:
· Ability to adjust with any situations and circumstances.

· Ability to coordinate with the team members.

· Self belief and confidence to achieve the goal.

· Strong believes in hard work.

· Good Communication skills.

LANGUAGES:

· Proficiency in English.

· Proficiency in Hindi.
· Proficiency in Malayalam.
Personal Details:

DATE OF BIRTH

:
07th June, 1985
MARTIAL STATUS

:
Married
GENDER


:
Female
VISA STATUS


:           VISIT VISA 
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