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Curriculum vitae
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Objective
To seek placement within a reputed, progressive organization in the department of Human Resources, in order to utilize my MBA skills, hands- on expertise & extensive knowledge to the benefit of the organization I will work for and the development of my entire self.
Professional Experience

May- 2012 - Till the Date
Shah Paperplast Industries Limited (100% E.O.U.), Nadiad
Position: HR Executive.
Job Responsibilities:
· Responsible for Recruitment process from sourcing to screening, short-listing to interview follow-ups till closures, complete the joining procedure. 
· Issuing Various letters like offer letter, appointment letter, confirmation letter upon completing Probation period., experience letter, relieving letter, complete joining formalities & doing Induction of newly joined employee. 
· Responsible for issuing Punch Card and I-card to new joiner. 
· Maintaining Personal Record files of each & every employees both in Physical and Electronic form & updating as and when require. 
· Handling attendance record and generating various reports, maintaining records like attendance register, leave register, Salary register, Over-time register, I-card register and other daily routing work in time keeping software.(TOSWIN) 
· Responsible for salary & overtime preparation, reporting the same to HR Manager. 
· Taking Care of Statutory compliance such as PF, ESI and professional tax & ensure timely submission of monthly challans for the same at SBI for the remittance. 
· Maintaining PF, ESI,Professional tax,& Bonus register 
· Preparing skill-matrix of each & every employees in order to measure their work performance & using the same for finalizing annual salary increment. 
· Arranging training as per training calendar and keeping documentation updated for the same. 
· Conducting Exit interview and other formalities. 
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· Responsible for final settlement of the left employee till they get their PF. 
· Managing Employee Leave & queries pertaining to Attendance, Salary & Over-time. And timely resolution of the same. 
· Assisting HR Manager in other HR functions and reporting him the assigned work timely. 
Educational Qualification

	Name of Course
	
	University/Board
	Year of passing
	
	Percentage

	
	
	
	
	
	

	
	
	
	
	
	8.00 CPI out of 10.00

	MBA- HR (Full Time)
	Gujarat Technological University,
	July,2011
	
	(Distinction)

	
	
	Ahmedabad.
	
	
	

	B.B.A.
	Dharmsinh Desai University,
	March,2009
	
	68.87% (Distinction)

	
	
	Nadiad.
	
	
	

	HSC
	GS&HSEB,Gandhinagar
	March,2006
	78.27%

	
	
	
	
	
	

	SSC
	GS&HSEB,Gandhinagar
	March,2004
	67.86%

	
	
	
	
	
	



Projects Undertaken During B.B.A
· A Project report on SAURASHTRA CEMENT LIMITED (hathi cement) in the year 2006-07 at Porbandar. 
· A project report on APAR INDUSTRIES LIMITED in the subject of financial management in the year 2007-08 at Baroda. 
· A project report on FACE CERAMICS PVT.LIMITED in the subject of marketing management in the year 2007-08 at morbi. 
· A project report on MICROFINANCE in the year 2008-09 at Ahmedabad 
Projects Undertaken During M.B.A
· A Project report on “STUDY OF HR PRACTICES & PROCESS OF PERFORMANCE APPRAISAL” with Respect to LAXMI SNACKS PVT. LIMITED in the year 2009-10. 
· A Grand Project report on “TRAINING & DEVELOPMENT PROGRAMME” with respect to HCL 
INFOSYSTEMS in the Year 2010-11.
Computer Skills
· Thorough knowledge of MS Office Packages, Word, Excel, Power Point. 
· Computer Hardware installation & troubleshooting. 
· Proficient in using internet. 
· Familiar with Various O.S. like Windows 98, Windows XP, Windows 7 & Windows 8. 
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Hobbies/Interest
· Listening to music, Doing Exercise, Surfing Internet, Gaining Knowledge about HR 
Strength
· Can quickly build professional relationship with people. 
· Hardworking, Obedience and good analytical ability and commitment to time. 
· Fast at learning and implementing the newly acquired knowledge. 
· Believe in Myself, Creative, Understanding ability, Positive thinking. 
· Helping Nature. 
· Honest & Loyalty. 
Language Skills
· Proficient in English, Hindi, Gujarati & Urdu. 
	Personal Information
	
	

	
	Date of Birth
	: 05/06/1989

	
	Sex
	: Male

	
	Marital Status
	: Married

	
	Nationality
	: Indian


Declaration
I hereby declare that all the information furnished above is true to the best of my knowledge. If I am being given an opportunity to serve in your organization I will leave no stone unturned to prove my abilities.
Place:  Nadiad
Thanks & Regards
Date:
/   /
“SUCCESS IS NOT PERMENANT & FAILURE IS NOT FINAL”
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