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o9 RIO PUTRA ELFANI — HR Enthusiast

- 081210430663 | - rpelfani@gmail.com | LinkedIn:
https://www.linkedin.com/in/rio-putra-elfani-94a949242/

Bekasi, Jawa Barat.

PROFESIONAL SUMMARY

HR professional with hands-on experience in managing end-to-end HR functions, including
recruitment, employee relations, payroll, and HR operations. Experienced in handling
workforce management within client-based environments, collaborating with stakeholders to
ensure effective HR service delivery and compliance. Recently expanded into Learning &
Development consulting, supporting organizations in identifying capability gaps and
implementing people development solutions. Seeking to contribute in a corporate HR role
with a focus on strategic people management.

WORK EXPERIENCE

Key Account Manager (Learning & Development Solutions)— Executrain Nusantara Jaya
| October 2025 — Present

Partner with HR and L&D stakeholders to identify capability gaps and development
needs

Conduct Training Needs Analysis (TNA) discussions to align learning programs with
business objectives

Provide consultative recommendations on employee development initiatives

Manage client relationships and ensure successful delivery of learning programs
Collaborate with internal teams to execute training programs and evaluate effectiveness

Recruitment & HR Operations Staff — Swakarya Insan Mandiri (Dedicated to Client:
FIFGROUP) Jakarta | May 2024 — September 2025

Managed end-to-end recruitment process including sourcing, screening, interview
coordination, onboarding, and hiring administration

Coordinated with hiring managers and operational stakeholders to fulfill manpower
requirements effectively

Supported workforce planning and employee placement based on operational needs
Maintained candidate and employee databases to support recruitment tracking and HR
reporting

Handled employee relations matters including counseling, disciplinary actions, and issue
resolution

Supported payroll, compensation & benefits administration, and HR operational
compliance

Collaborated with internal HR teams and client users to ensure smooth employee
lifecycle management
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HR Operations
PT Swakarya Insan Mandiri | Jun 2023 — May 2024

- Managed administrative processes for employees assigned to client companies (contracts,
transfers, resignations).

- Maintained and updated employee data in HRIS/HRMS systems.

- Handled attendance, overtime validation, and payroll support activities.

- Administered BPJS and other employee benefit programs.

- Prepared HR documentation including warning letters, assignment letters, and
employment certificates.

- Addressed day-to-day employee administrative needs and coordinated with field HR
teams at client sites.

Credit Officer
PT KB Finansia Multi Finance (Kreditplus) | Aug 2022 — Apr 2023

e Conducted credit analysis and data verification to support business decisions.

EDUCATION

Bachelor of Communication Science
Universitas Singaperbangsa Karawang | 2017 — 2022
GPA: 3.67 (Cum Laude)

SKILLS

End-to-End HR Management
Recruitment & Talent Acquisition
Recruitment Strategy

Interview Coordination
Manpower Planning

Employee Relations

Payroll & Benefits Administration
HR Operations & Compliance
Training & Development Support
HRIS / HRMS

Stakeholder Management

Data Analysis (Excel, Google Sheets)

LANGUAGES

o Bahasa Indonesia — Native
e English — Professional Working Proficienc






PIN: 702012022000239
NIK: 3275072007990016

Nomor Seri : 220010631190024

IJAZAH
KEMENTERIAN PENDIDIKAN, KEBUDAYAAN, RISET, DAN TEKNOLOGi

UNIVERSITAS SINGAPERBANGSA KARAWANG
Peraturan Presiden RI Nomor 123 Tahun 2014

Memberikan Kepada : RIO PUTRA ELFANI

Tempat, Tanggal Lahir : Bekasi, 20 Juli 1999

Nomor Pokok Mahasiswa : 1710631190125

Tahun Pertama Masuk Perguruan Tinggi @ 2017

Program Pendidikan : Sarjana

Fakultas : llmu Sosial dan llmu Politik

Program Studi : limu Komunikasi

Status Akreditasi + BAN-PT SK No : 1566/SK/BAN-PT/Akred/S/V1/2018, tanggal 6 Juni 2018
Tanggal Kelulusan : 3 Juni 2022

liazah ini diserahkan setelah yang bersangkutan memenuhi semua persyaratan yang ditentukan, dan kepadanya dilimpahkan segala

Fakultas llmu Sosial dan llmu Politik,

Dr. llyas, S.H., M.H. . Dr. Sri i, Ak., CA., ASEAN CPA.
NIP 196303121983031004
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KEMENTERIAN PENDIDIKAN, KEBUDAYAAN, RISET, DAN TEKNOLOGI
UNIVERSITAS SINGAPERBANGSA KARAWANG

. H.S. Ronggowaluyo Telukjambe Timur - Karawang 41361

Telp. (0267) 641117, Fax. (0267) 641367
Website : www.unsika.ac.id email : info@unsika.ac.id

HIDI

2.00| 6

TRANSKRIP.AKADEMIK
ACADEMIC TRANSCRIPT
Nemor Serd 1 220010631190024 PIN 1 702012022000239
Nan . Fakultas . llmu Sosial dan limy Politik
Name  Rlo Putra Elpani Faculty * Social Sclence and Political Science
Temoat Tanggal Lahis . Bekasi, 20 Jull 1999 Program Studi . S1limu Komunikasi
Poce Dade of Birth " Bekasi, July 20" 1999 Study Program Communacation Science
NEN : Status Akreditasi . BAN-PT PERINGKAT "B"
Shcent Regustradon Number 1710631190125 Accreditation Status * BAN-PT "B* Rank
Program Pendidihan . Strata Satu (S1) Tanggal Kelulusan . 03 Juni 2022
Eucaton Program " Bachelor Date of Graduation " June 37 2022
Y - MATA KULIAH KODE MK [sks[HM| aM | kN
- NATA KL ol e coor [ |or| 20 | ?
Serstoaan Eendear | [ A |4, 12
| e : 19 Komuolkas) K061321| 3 nn:
2 [Sadasa Inggr lzu o IR IKO61322| 3 | C |2.00] 6
L i —H - + ¥
3 Bl Tl 1“1323 3 H 3.ﬂﬂl g
to Poate sl Soence St Bk !
4 [Sstem Sousl dan Butava Incoresia IK061324| 3 | A [4.00] 12
Cutury o Socw System
X i R
g [t IK061325| 3 | A |4.00| 12
2000 Law System
i = i =TT T |KﬂEl3ZE 3 .A " 111
Economcs System
n (eataman Da: Elw ik IK061327 00| 12
bt e tena el [, . [Komunikasi Antar Pribadi
-I.-l-. [ . S tiail Shon IKD61313 26 Ts icati ]IKEEHZH
pencicitan Agar KO61301 IK061329
i+ e [IKO61303 IK061330 A-|3.75)11.25
Qasa Do Immn L [
H_- Sartar Pl Relatoe OS1314 3.75{ 7.5
Pena: Komunikasi Organisasi B+I3.5 10.5
H e - -“:051315 31 Omlﬁr:am cmm
P
wn Komuniks I 4.00| 12
Pengantar Manyjemen Kom IK061316
ocuction to Communication Management L el
. Metode Penelitian Sosial 75/11.25
Ik061317| 2 | A [4.00| 8 ||33 Melade Penelitian a2 iat science ot
Qpinl Publl k061318 3[ 3.00| 9 | |34 [Komunikasi Massa
: ass Communication
e AR e i R it
!..+. oleg ,¢ L} 1319] 3 3.00] 9

Dipindai dengan CamScanner


https://digital-camscanner.onelink.me/P3GL/g26ffx3k

CE o »
is 3 B S91s S
134 -t 118 %

NIP. 196303121983031004

Dipindai dengan CamScanner

’ o 24
53s
“The Influence of Leader Credibiity on Empioyes Performance *
brniah SKS yang diemouh . 145 HM | Hund sy I
Numbers of Credit that have been taken - G " Grage
hmniah Kumedatf Nitaj 5 | Samae Crede Semesier
Total Cumutative Point Cr ’
Indeks Prestasi Kumutatd (90 AM
GPA (Grade Foint Average) Gz
Precicat Kehducan 0
Predicate of Graduation P
L ]
2 Dean
C e
Dr. S.H, MH. CA


https://digital-camscanner.onelink.me/P3GL/g26ffx3k

E)(Cel_E/ \RN " Bina Kinerja Nusantara

CERITIFICATE

OF ATTENDANCE

this certificate is proudly presented to:

Rio Putra Elfani

Is proudly awarded this certificate for successfully mastering the course

Data Management di Google Sheets

Jakarta, 12 February 2026
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Agus Budiharto Muljadi

No. C: BKN-50-0226-A-00706 General Manager




