ANU 
July 2016
RE:  HR
Dear Team 
I am interested to work with your organisation for HR profile. I believeI possess the necessary skills and experience you are seeking and would make a valuable addition to your company. 
As my resume indicates, I possess 11months of progressive experience in the HR field.My professional history includes positions such as HR consultant at eClerx Services Ltd. 

My responsibilities as HR consultant at eClerx match the qualifications you are seeking. As the HR consultant my responsibilities included handling the test centre, collecting and scrutinizing the resumes of candidates, conducting interviews, getting through the documentation of selected candidates.My manager also relied on my ability to skills such as multi-tasking and excellent communications skills.
I have attached my resume for your review and I look forward to speak with you further regarding your availableposition.
Sincerely,

Anu 
CURRICULLUM VITAE

ANU KURIAN     [image: image1.jpg]



PERMANENT ADD:EMPIRE ESTATE F -204CHINCHWAD MAHARASHTRA PUNE
CURRENT ADD: AWQAF, ROOM NO.105, NEAR AL KHAIL MALL, BUILDING 668, AL QUOZ, DUBAI.
Objective

· To use my full ability and talent to ensure the success and progress of the company where I work, which I consider will be my achievement.

· To fly high in corporate and work with an organization where achievement matters most.

Academia

Master of Business Administration:

Year of Passing: 2015
Name of Institution: S.B. Patil Institute of Mgmt., Pune

Board/University: Pune University

Specialization: HR
Percentage of Marks: First Class

Bachelor of Business Administration:
Year of Passing:  2013
Name of Institution: Indira College of Commerce and Science, Pune
Board/University: Pune University
Specialization:  Finance
Percentage of Marks:  First Class
Higher Secondary:
Year of Passing:  2010
Name of Institution: St. Ursula Higher Secondary School, Pune
Board/University: Maharashtra State Board
Specialization:  Commerce
Percentage of Marks:  First Class
SSC [10th]:

Year of Passing:   2008
Name of Institution: Alphonsa High School, Pune
Board/University: Maharashtra State Board
Percentage of Marks:  First Class

WORK EXPERIENCE 
May 2015 to April 2016
· Company Name
: - eClerx Services Ltd, Pune
· Designation
: - HR Consultant
Brief Description

· Currently working in eClerx as HR Consultant on the third party payroll of Futurz consultancy.



``

Responsibilities:
· Be the first point of contact for all HR-related queries
· Briefing candidates about the interview and job opening
· Conduct screening before the interview process       

· Assist in the recruitment process and also maintain daily candidates Walk-In sheet

· Conduct the various test and keeping the data for the same.
· Set up interviews and issue relevant correspondence
· Point of contact between managers and candidates for conducting interviews

PERSONAL INFORMATION                                                 

 Name
: Anu 
Date of Birth
: 08th May 1992
Age 
:  23
Sex
: Female.

Marital status 
: Unmarried.

Religion 
:  Christian. 

Nationality
:  Indian.

Language Known    
:  English, Hindi, Marathi& Malayalam.

Passport #
: H4525748
Expiry date   :  19th March 2019
Driving License #
:  2009003299(India)
Visa Status           :  Visit Visa (3 months)

Skype Id                                               :  anukurian552
Declaration

I do hereby declare that the above information is true and correct to the best of my knowledge and belief. 

Date: 

Place:                                                                                                                    Anu 
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