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· PROFILE:

· Demonstrated ability to carry out payroll services in accordance to the processes and procedures of the department.
· Highly proficient in performing a number of duties which are the responsibility of the position advertised including filing and data entry.
· Adept in processing and managing the payroll system in a timely fashion.
· Profound ability to use resources in a time and cost efficient manner.
· Good knowledge of the different payroll systems like RAMCO & Spine payroll and associated spreadsheets
WORK EXPERIENCE:





____________________
· TSR Darashaw Ltd.

Duration

: July 2011 to July 2012
Designation
: Payroll Assistant

Job Responsibilities:

· Payroll input data entry.

· Uploading and processing the data in the system.

· Handling client queries through E-mail and Phone.

· Preparing first cut, second cut and final output with queries if any.

· Preparing salary register, master report tax register and various other required reports.

· Generating pay slips in the system and uploading them on the website.

· Preparation of Full and Final Settlement of Resigned employees.

· Preparation of Monthly reports, Audit reports and Statutory Reports.

· Next Retail India Ltd.

Duration

: July 2012 to Dec 2012
Designation
: Payroll / HR executive.

Job Responsibilities:

· Preparation of Attendance Report on monthly basis.

· Collection & Verification of documents of joining kits.

· Generating TIC (Temporary identity card) online of new joiners for ESIC card.

· Preparation of Appointment letter, Increment  letter, Transfer letter, Warning letter, Termination letter, Relieving letter etc. as per the instructions given by HR Manager

· Preparation of monthly MIS reports 

· Handling queries of employees to through E - mails and phone related Salary, ESIC and PF etc.     

· Maintaining all the records like joining kits, PF, ESIC PT challans as per the company’s Requirements.

· Visiting to stores for audit of maintenance of  registers & Abstracts and preparing the checklist

· Preparation of Salary sheet & CTC structure of employees.
· Coordinating with the bank and assisting the employees in opening salary Account

· Coordinating with accounts department for Salary cheques & bank transfer salary.

· HDFC Mutual Fund Ltd.
Duration

: Jan 2013 to July 2013
      Designation
: HR operations executive.

Job Responsibilities:

· Generating offer letters & mailing it to the candidate after carrying out the documentation with the candidate 

· Preparation & coalition of Attendance Report on monthly basis.

· Collection & Verification of documents of joining kits & sending the same for background verification.

· Preparation of monthly MIS reports which includes active joiners & active resigned 

· Handling queries of employees to through E - mails and phone related Salary, Visiting cards, ESIC and PF etc.     

· Preparation of Salary sheet & CTC structure of employees. 

· Coordinating with the bank and assisting the employees in opening salary Account

· Coordinating with accounts department for Salary cheques & bank transfer salary.
· Creating & deactivating the attendance logins of new joiners & resigned

· Looking after contract extensions & contract renewals of employees by coordinating with their Reporting Managers.
· Maintaining employee master data, leave master data as per the eligibility criteria

· Preparing recruitment tracker location wise & scheduling interview for candidates. 

· Processing of petrol reimbursements of employees as per the norms.

· Preparation of Full & Final Settlements.
· Zee Learn Ltd.
Duration

: Dec 2013 till date
      Designation
: HR Executive.

Job Responsibilities:

· Preparation of Appointment Letters, Confirmation Letters as per the instructions.
· Collection & Verification of documents of new Joiners.

· Preparation of monthly MIS reports which includes active joiners & active resigned.

· Handling & processing of Visiting Card requests. 

· Handling queries of employees through E - mails and phone related Salary, ESIC, PF etc.     

· Maintaining leave record as per the eligibility criteria.
· Coordinating with the bank and assisting the employees in opening salary Account

· Coordinating with accounts department for Salary cheques & bank transfer salary.
· Handling Statutory Payments & Filing which include  PF , ESIC , PT, Income Tax.

· Attending Inspections related to PF, ESIC.

· Creating & deactivating the attendance logins of new joiners & resigned

· Looking after Confirmation of employees by coordinating with their Reporting Managers.
· Maintaining employee master database.
· Processing the salary of Teachers of Schools from various branches all over India. 

· Preparation of salary slips

· Preparation of Full & Final Settlements.
ACADEMIC PROFILE:
	Examination
	Institution
	Board / University
	Year of Passing
	Class

	T. Y. B. Com.
	M. K. College
	Mumbai
	2011
	2nd Class

	H. S. C.
	M. K. College
	Mumbai
	2008
	2nd Class

	S. S. C.
	Shree Nutan Vidya Mandir
	Mumbai
	2006
	1St Class


· Computer Proficiency:

· Diploma in Office Application and e-commerce.

· Working knowledge in Internet surfing and also in the software MS-Excel & Tally.
PERSONAL DETAILS










Date of Birth

: 25th November, 1990
Gender


: Male

Marital Status

: Single

Languages Known
: English, Marathi, Hindi & Gujarati

Interests

: Traveling, Listening Music & Playing Cricket.

