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To excel in the field of Human Resource and Administration by giving the best to the organization and to create opportunities to improve and broaden my skill set to ensure that I can continue to be an asset for the organization.

Synopsis
· A focused HR / Admin Executive of strong understanding HR subjects such as Personnel Management, Employee Relation and Labour Laws.

· Total 2.5 year’s experience, currently associated with The Pink Planet Super bazar

 (Retail food bazar in Chandrapur).

· Undertaken academic project on “of Behavioural and Attitudinal Workshop”
· Proficiency in PF, ESI, Salary Preparation, conducting training & development programmes, inductions and recruitment strategies.

· Gained knowledge on Payroll Administration, through a 3 days practical workshop undertaken at Premier Academy of HR Professionals Associated with Payroll Guru India.

· Comprehensive exposure to MS Office, Payroll Software and other Internet Applications.

· An effective communicator endowed with good analytical, problem solving & organizational abilities. 

Organisational Details

 CURRENT FIRM:-

· THE PINK PLANET SUPERBAZAR
(From Aug 2013 to Still working)

                                                           

Company Profile

The Pink Planet Super bazar: - It’s a Mini Hyper Mall in Chandrapur, having various departments such as Food world (Grocery, Provision, Toys, Household) Fashion World (Cosmetics, Men & Women Accessories, New born section, Home decor, Crockery)

Job & responsibilities: HR executive 

· Employees joining, Induction, & relieving formalities.
· Maintenance of all the records related to leave, advance, attendance, bonus, PF  contributions,

· Compliance of all statutory requirements, such as PF, &  Ensure and maintain good relation with the appropriate government authorities, in particular P.F. Office,
· Preparation of all salary & wages related to staff, workers, trainees & temporary employees and submitted to accounts.
· Ensure that the discipline of the organization (start time, breaks, attendance, pass systems, etc.) is maintained by all categories of employees.
· Ensure that proper marketing activities is done specially during festival season.
· To make proper strategies and to do marketing activities for increasing the sale. 
PREVIOUS FIRM:-

·      N. D. CARS, CHANDRAPUR.  
From Oct 2011 to May 2013

Chevrolet dealership in chandrapur.

Job & responsibilities: HR executive

· Analysis of the Departments for man-power recruitment. 
· Drafting the advertisements in the newspaper for recruitment.
· Uses various sources of recruitment.
· Calling the candidates & interviewing them.
· Maintaining the personal files of the employees.
· Tracking and maintaining the attendance of the employees.
PREVIOUS FIRM:

· EXCEL INCORPORATION.


· From August 2010 till Sept 2011
Authorized distributor of RO water purifiers in Nagpur.   

Job & responsibilities: 

· Generating leads by marketing activities. 
· Achieving sales target assigned to given territory.
· Assist team members with daily marketing tasks and coordinate marketing projects and activities
· Taking part in marketing activities such as distributing flyers, brochures and exhibition-related projects
· Track and measure online activities and marketing campaigns.
· Maintaining daily sales report.
Summer Internship Program

SIP company: - Bhilai Steel Plant

SIP Project: -   “To study the effect of Behavioural and Attitudinal Workshop for Medical Staff of Jawaharlal Nehru Hospital in Bhilai Steel Plant”. 

SIP Duration: - 23/03/2009 to 20/06/2009

Academic Credentials

· Master of Business Management in Human Resource from: Institute of chartered financial analysts of India, Dehradun University.   Marks Obtained: CGPA 7.16 in 2010.

· B.Sc. from Sardar Patel College (Nagpur University). 54 % Aggregate.

IT Skills: Comprehensive exposure to MS Office, Payroll Software.

Training Programme

Gained in depth practical knowledge about payroll and Compliance, training conducted by Premier Academy of HR, Nagpur. 

· ACTS
· The Provident Fund Act 1952
· The Employee State Insurance Act (ESIC)
· Bonus Act

· Payment of Gratuity Act

· Professional Tax
· House Rent Allowance
· Pay Structure

· Salary Break up 

· Monthly Payslip

· Cost to company

· Leave Management (CL, EL, SL, etc..)

· Deductions and Contributions of PF,PT, ESI, TDS etc.

· Calculation of Net & Gross Salary

· TAX Calculation – TDS, Tax exemption under section 80C, 80D, 80CCA etc.
· MIS Report  &  Payroll  Software

Achievements

· Awarded as a “Event Organiser” for organising “New Year Eve for Jayshrea Club” 

· Interest in Playing various games and Sports. 
(Volley-ball, Football, Badminton, Table tennis)

Personal Information

Date of Birth

: 20-Dec-1982




Linguistic Abilities
: English, Hindi, Marathi, and Malayalam   

Marital status                     : Married.



    

Nationality                         : Indian.



    

I hereby declare that all the above information given is true to my knowledge and belief.

Place:           





           Yours Faithfully

Date:                                        




[image: image1.png]



