PUNNYA

EXPERTISE

Employee Onboarding
Recruitment Support
Interview Scheduling

HR Documentation
Compliance Support

Internal Communication
Data Entry & Record Keeping
Administrative Support
Attention to Details

Team Work

Lead Generation

Client Interaction

Sales Support

Customer Relationship Management
Sales Report Preparation
Sales Presentations

Product Demonstration

Business Development Support

LANGUAGES

@ +91 8714464003 9 punnya.in@gmail.com G Calicut, Kerala, India

English
Hindi (Intermediate)
Malayalam

Tamil (Basic)

ABOUT ME

Enthusiastic and dedicated MBA student specializing in Human Resources and
Marketing, equipped with practical experience through internships in both HR
operations and sales environments. Possesses a strong academic background in business
and functional English, combined with excellent communication, interpersonal and

organizational skills. Demonstrated ability to support recruitment processes, coordinate
training activities, and contribute to employee engagement initiatives. Familiar with
modern HR practices, marketing strategies and customer service approaches. Known for
being a quick learner, a proactive team player and a detail-oriented individual with a
passion for continuous learning. Eager to contribute to a progressive and dynamic
organization where professional growth and learning are valued.

EDUCATION

MASTER OF BUSINESS ADMINISTRATION (HR & MARKETING)
Dhanalakshmi Srinivasan College of Engineering, Tamil Nadu, India

2023-2025
B.A ENGLISH 2020 - 2023
Sree Narayana College, Keezhal, India

PLUS TWO 2018 - 2020
Board of Higher Secondary Examination, Kerala

A

SSLC 2017 - 2018

Board of Public Examination, Kerala

WORK EXPERIENCE

HR (INTERNSHIP) @ Months
URALUNGAL LABOUR CONTRACT CO-OPERATIVE SOCIETY, CALICUT, INDIA
(SUMMER INTERNSHIP)

e Assisted in the documentation of employee records and personnel files.

e Supported the HR department in organizing files and maintaining data accuracy.

e Helped in preparing reports related to employee attendance and leave records.

e Participated in onboarding processes for new employees.

e Observed and took part in daily HR operations and procedures.

e Attended internal meetings to understand organizational policies and practices.

e Handled basic administrative tasks under the supervision of senior staff.

e Learned about different HR functions including recruitment, payroll, and
compliance.

e Assisted in drafting internal communications and notices for staff.

e Helped in compiling training materials and coordinating training sessions.

e Observed the grievance handling process and employee engagement activities.

HR (INTERNSHIP)

@ Months
HEDGE EQUITIES, KOZHIKODE, INDIA

e Assisted in the collection and organization of employee information.

e Observed recruitment processes, including application screening and interview
scheduling.

e Provided support in maintaining employee files and confidential documents.



TECHNICAL SKILLS e Participated in the preparation of internal communication materials.
e Helped update attendance and leave records for staff members.

MS W
* S Word e Supported HR team in coordinating employee training and orientation sessions.
*  MS Excel e Assisted in tracking and following up on probation and appraisal timelines.
e MS PowerPoint e Helped in organizing office activities and employee engagement programs.

6 Gl WElaEEies s e Maintained data logs and contributed to reports prepared by the HR

department.
Slides)
SALES (INTERNSHIP) (15 Da
. . ys

0 RSElEmeEiescaen S.9/e HILITE BUSINESS PARK, CALICUT, INDIA
PERSONAL DETAILS e Observed daily sales operations and customer interactions.

e Supported team members in handling product information.
Nationality  Indian e Helped organize and arrange promotional materials.

D.0.B + 29-10-2002 e Attended team briefings and internal discussions.

Gender : Female e Noted inquiries and passed them on to the concerned sales staff.
Marital Status  : Single e Assisted in preparing basic customer feedback forms.

Passport No : Y8286152

e Satin on client meetings to understand service offerings.

Deifs @ Bply 5 2O 2E e Participated in basic demonstrations or presentations.

e Helped maintain the cleanliness and arrangement of product counters.

INTEREST
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Painting & Sketching  Practicing yoga

@ ° DECLARATION

Hereby declare that all the details mentioned above are in accordance with the
truth and fact as per the knowledge.

@ PUNNYA

Social Media Management



