
 

 

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 

 
• 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 

 
• Bahasa Indonesia – Native 

• English – Professional Working Proficienc 
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CERTIFICATE 
OF ATTENDANCE 

this cer tificate is proudly presented to: 

     Rio Putra Elfani

Is proudly awarded this certificate for suc cess fully mastering the course 

Data Management di Google Sheets 

Jakarta, 12 February 2026 

Agus Budiharto Muljadi 

General Manager 


