
PERSONALINFO

Name:PREEJITK

DateofBirth:

January13,1992

CurrentAddress:
MayuraRegency

AzadRoad,Kaloor

Ernakulam -682017

Kerala

PermanentAddress:
Thekkinkoottathilhouse

Cherukattupulam (PO)

Vaniamkulam

Palakkad-679522

Kerala

Mob:

9947567636

Email:

tkpreeji@gmail.com

RESUME

PREEJITK

OBJECTIVE

Securearesponsiblepositionintheorganisation,Sharing
myexperience in HR Training and Coordination and
employee engagement framework, along with
interpersonalskillsandanabilitytoworkacrossmultiple
stakeholderstofurtherthegrowthoftheorganisation. 

EDUCATION

2016 UniversityofCalicut 65%
MCom -Marketing

2014 UniversityofCalicut 74%
MBA-HRandFinance

2012 UniversityofCalicut 92%
BBA-HRM

2009 HigherSecondaryBoardOfEducation 91%
PlusTwo

2007 StateBoardofEducation 85%
SSLC

ADDITIONALCOURSE

MCFAwithTally

PROJECTEXPERIENCE

 Aprojectonthe“EmployeeMotivationAtMilma,Palakkad

Dairy–AComparisonOfMaslow’sNeedHierarchyTheory

With Herzberg’s Two FactorTheory”atMILMA DAIRY,

PalakkadinMBA

 In MBA,Completed mini project in Human Resource

Management at METAL INDUSTRIES LTD., titled as

“OrganizationalCultureAndEmployeePerformanceInMetal

IndustriesLtd,Shoranur”

 CompletedminiprojectinHumanResourceManagementat

UNITEDINDUSTRYLTD.,titledas“AStudyOn “QualityOf

WorkEnvironment”inBBA



U

WORKEXPERIE

WORKEXPERIENCE

HRRecruitercum TrainingcoordinatoratAlchemist

Training&Placements,Calicut(OnlineSupport)

(June2019-March2021)

JobProfile
 Designandupdatejobdescriptions

 Advertisejobopeningsinsocialmedia,jobboardsand

internally

 Sourcepotentialcandidatesfrom variousonlinechannels&

Screenincomingresumesandapplicationforms

 Interviewcandidates(viaphone,videoandin-person)

 Trainingbatchescoordination(Grooming/Effective

executive/Motivation/Communicationskill/Interview

techniquesetc.)

 Conductingaptitudetests/collectingfeedbackand

suggestionsfrom trainedcandidatesthroughgoogleforms

 Provideshortlistsofqualified/trainedcandidatestohiring

managers

 Sendjobofferemailsandanswerqueriesaboutjob

requirement

Executive–TrainingunderHRDepartmentatOPPO

ElectronicsKeralaPvtLtd.,Kochi
(January2017-December2018)

JobProfile

 AllKeralaEmployeesInductionTrainingCoordination&

Certification

 Trainers/SalespromotersCertification

 Trainingbatches

(Induction/Product/Softskill/Refreshment/Performaceetc.)

Coordination,Contentpreparation,Evaluation,andResult

Updation

 TrainersworkPlanning,TrackingandUpdation

 ArrangingTrainersTravel&Accommodation

 TrainersKPI&Allowancepreparation

 BusinessContestcoordination

Strengths

 Dedicated

 Abilitytolearnnew
Techniquesand
Methodsquickly

 Taskaccomplishing

 CommunicationSkill

 Coordination

 LeadershipSkill

LanguagesKnown

 English

 Malayalam

 Hindi

PersonalDetails
Nationality :Indian

Gender :Female

MaritalStatus:Married



AccountsCum AdminExecutiveatNaturaBioSciencePvt
Ltd.,Kochi
(December2015–December2016)

JobProfile
 Accounts updation ofGOIS software labs underNatura

Bioscience
 ExpenseandIncomeverificationandupdation
 Customeraccountsverificationandupdation
 MISreport/Daily&Monthlyreportupdation

 SchedulingMeeting&updatingfilesandrecords

ExecutiveatMuthootFincorpLtd,Vaniamkulam-Palakkad

(January-September,2015)

JobProfile
 Accounts&Cashhandling
 DailyOperation&Customerservice
 MISreportpreparation
 MaintainingFilesandRecords
 Customerprofileverificationandupdation

DECLARATION

“Iherebyconfirm thatalltheinformationfurnishedaboveistrueandcorrecttobestofmy
knowledgeandthatIshallshowsincerityanddedicationinmywork,willprovetobehonestand
hardworking”

Place:

Date: PREEJITK

InterestedArea

HumanResource
Management

 HRRecruitement&
selection

 Payroll/Compensation
&Benefits
Management

 Training&
Development

 Plan/Direct&
Coordinate

administrative
functions

 Grievancehandling

Administration

 GeneralOffice
Management

 RecordManagement

 Arranging
Meeting/Conference/
Events

 OrganisingTraveland
Accommodation


