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Skilled MBA with specialisation in Finance & Human Resource having 1.5+ years of work experience in teaching/training, payroll, recruitment, selection in quest of job with a growth oriented organization.


· Dedicated and result oriented Professional working as a Training Faculty in Management Training Centre since 1st March, 2012 & 1+ year of experience with Oceaneering and Akal in India, equipped with MBA degree in Finance & HR from Kurukshetra University, Kurukshetra.

· B.Com degree from Kurukshetra University, Kurukshetra
· Experience in Recruitment, selection, coordination, documentation of new joinees.
· Ability in handling multiple projects, with a preference to the priority job and a genuine interest in personal and professional development.

· An effective communicator with excellent relationship building & interpersonal skills. Possess a flexible & detail oriented attitude.

· Excellent analytical, behavioral and communication skills to explain strategies to the organization members.
· Aware of UAE labour laws.

Experience Summary
1. Working with Horizon of Knowledge Management Training LLC, Sharjah as a Training Faculty in Management since 1st March, 2012 till present.
Company Introduction
Horizon of Knowledge Management Training (HOK) is offering variety of academic programs in the field of management and accounting. HOK is pioneered in Distance Education programs of the University of Calicut. HOK is providing Bachelor degree programs in Management and Accounting.
Job Responsibilities:
· Providing number of lectures on 
- Income tax, 
- Financial services, 
- General Informatics 
  (In Previous session I taught Marketing, HRM, IT, E-commerce)
· Ability to research and review new teaching material.
· Teaching students with E-learning technique.
· Possess excellent written and verbal communication skills.
· Excellent interpersonal and teaching skills.
· Possess good monitoring and management skills.
· Handling various academic and cultural activities.

· Coordinating with Managing & Academic Director.
· Excellent coordinating skills with faculty, administration and students.
· Visa status: Residence visa
2. Has worked with Oceaneering International Services limited, Chandigarh as Payroll Associate from October 2010 to January 2011. 
Company Introduction:
Oceaneering is a global oilfield provider of engineered services and products, primarily to the offshore oil and gas industry, with a focus on deepwater applications. Through the use of its applied technology expertise, Oceaneering also serves the defense and aerospace industries.
Job Responsibilities:
· To run high volume multiple payrolls over multiple pay periods.

· Producing and issuing payroll slips to employees.
· Enter salary increases, salary deductions and annual leave into the system.

· Completing tasks and support tickets assigned within time. 
· Responsible for running payrolls on Oracle based PeopleSoft HRMS.
· Preparation of MIS reports  
· Responsible for processing, SSN Medicare, 401K, Pay check bifurcation – Deduction, Taxes, Garnishment, Pre Tax, Tax and Post Tax, STD Leave etc. 
· Hands on experience on People Soft or other HRIS.
· Corrects errors and inconsistencies in assigned payroll, documents, and submit the same to the payroll supervisor.
· Coordinating with the UK counter parts frequently.
3. Has worked with Akal Management Solutions (P) Ltd, Chandigarh as Payroll Processor from January 2010 to October 2010. (10 Months) 
Company Introduction:

It is a man management firm provides various support services to our client Akal Security, Inc.USA which deals in Security & Investigations providing Security personnel to US Govt. (Federal courts) & Private Sector by recruiting & placing the personnel (in USA).In Chandigarh, working as a Corporate Support Department to Akal Security Inc, (USA).
Job Responsibilities:

· Processing of Payroll of US employees.
· Managing Time & Attendance of Employees. 
· Calculating Benefit hours of employees. (Personal leaves, Vacations, bereavement, medical etc).        
· Calculating Paycheck for each employee. 

· Calculation of Net Pay. 

· Web based payroll data entry 

· Employee benefits plan administration.

· Generation of invoices, vouchers.

· Vendor accounts Reconciliations.
· Hands on experience on using Lotus Notes
· Assisting HR Manager in recruitment & selection of candidates & documentation of new employees.

· All work done adhering to Standard Operating Procedures.
Academic Summary

· M.B.A (Two year full time course) with specialization in Finance & Human Resource Management from AIMT, Ambala City. Affiliated to Kurukshetra University, Kurukshetra. (2007-2009).

· Passed Bachelors in Commerce from S.D.College affiliated to Kurukshetra. University, Kurukshetra.(2004-2007)

· 12th in Commerce from Bhartiya Public School, affiliated to C.B.S.E.(2004)

· 10th from D.A.V. Public School, affiliated to C.B.S.E.(2002
Strengths

· Team player.

· Quick learner.

· Adaptable to changes.

· Initiator.
· Optimistic.
· Positive outlook.
· Competent to work under varied conditions. 

Summer Training

Sharekhan Ltd

· Worked as a trainee for 2 months, handled back-end operations & Demat accounts, also done surveys for the company under Stock Market Overview project.
Seminars delivered

· On “Booming Indian service sector” 

· On “Stock Market Overview”

· On “Aids awareness among residents of Ambala ”

· On“ Study of Labour Welfare.
Achievements

· Represented Haryana state in Mumbai at National level Group singing Competition in the year 2002.

· Won 2nd prize in group dance in talent show in the college.

· Also won various prizes at higher secondary school level in cultural activities.

· Anchored many events at college level.

Personal Profile:

· Date of Birth

:
16th Feb, 1986

· Marital Status

:
Single
· Nationality

:
Indian

· Language Known
:
English, Hindi, & Punjabi

· Permanent Address    :            National Paints

                                                       Sharjah
