HARINI M

Summary

A HR Assistant (Graduate Apprentice), with
one year experience in the field of
Recruitment activities, Programme
Management, Hr policies and employee
relations.

Experience

ORGANIZATION : INDIAN OIL COPORATION

LIMITED, CHENNAI
ROLE: : HR ASSISTANT - Graduate Apprentice

Performed administrative tasks
including filing of employee records and
responding to inquiries from
management or employees.

Informed job applicants of duties and
responsibilities, compensation, and
benefits.

Conducted employment verification and
background investigation to facilitate
hiring process.

Created, organized, and maintained
employee personnel files to keep
sensitive data secure.

Prepared or maintained employment
records using human resources
management system software.
Evaluated applications received during
recruitment drives against
predetermined criteria before
forwarding suitable candidates' details
onto hiring managers.

Guided new hires through orientation
and onboarding and explained
documentation requirements to
facilitate HR process

Scheduled appointments, meetings and
conferences with employees to discuss
and mitigate personnel issues.

PH: 8248649922
MAIL: harinimathi55@gmail.com
PLACE: Chennai- 600117

SKills

 HR Operations

« Recruitment Activities

« Basic Exposure of SAP

« Employee Relations

« Team Management

« Programme Coordination

Education

2025-2026 Madras University
Diploma in Human Resource Managment

2020-2023 PSG college of arts & Science
Bachelor of Science - Bio Chemistry - 84%

2018-2020 St. Josephs Girls Higher Secondary

School, SSLC-93%
HSC- 92%

Certification

« NPTEL COURSE - Soft Skill Development,

Environmental Science, Basics of Biology
 Certificate Diploma in Computer Science
« Typewriting - English & Tamil

Internship

ORGANIZATION : Orchid Pharma, Chennai
TITLE : Instrumentation
Duration : 10 Days (2023)
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