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Career Objective
To work in a competitive environment involving a challenging job, which would enable me to utilize as well as enhance my technical and personal skill.

Academic Credentials

	T.Y.B.COM
	MUMBAI UNIVERSITY                                            
	  I Class       
	  April 2013

	HSC 
	Mumbai Board, Rizvi College 
	II Class
	Feb-2007

	SSC 
	Mumbai Board, Vasudev Vidyalaya.
	II Class
	April-2005


IT Skill set

	Languages
	:
	C#. NET, GUI.

	Database 
	:
	SQL Server 2005

	Designing Tools 
	:
	HTML, ASP.NET.

	Tools
	:

	Outlook , MS Office 2003, MS Office 2007  & MS Office 2010



Experiences
ROLES AND RESPONSIBLITIES
Experience – I
Organization    : SAM Building Contracting L.L.C.
Duration           
      : Since November 2013 till date
Designation     
      : Payroll & HR Executive.

Responsibilities:

· Salary & Wages Administration.

· Processing monthly and hourly payroll to ensure timely and accurate payment for all the employees.
· Verifying time reports, update, compute and maintain up-to-date leave accrual. 
· Calculation of hours worked by examination of time cards, time sheets, or electronic media. Prepares deductions for authorized and mandatory deductions, data on hires, terminations, and wage adjustments. 
· Knowledge about WPS, and all aspects of payroll processes and maintaining up-to-date payroll records.
· Coordinating with employees working at various site locations.

· Hotel arrangement, Housekeeping, Transportation.
· Preparation & rotation of all types of circulars.
· Prepare various Reports for management, estimation and account department.

· Update system at the time of New Joinee and exit from the Organisation.
· Co-ordinate with account department for any deduction at the time of making settlement. 

· Prepare and maintain organization hierarchy/structure for manpower availability and requirement report;
· Maintain complete employee life cycle offer, appointment, Confirmation, transfer.
· Day-To-Day Efficient Operation of the HR Office;

· Monitoring employee performance appraisal review programme.
· General Administration.

· Collecting Time cards from all working sites.

· Complete salary process.

· Submit salary document and transfer letter in WPS.

· Take Coordinate with UAE Exchange to process salary. 

· Preparing Job Allocation for all working project.

· Preparing Settlements.

i) Leave Settlement.

ii) Final Settlement.
· Entry and follow-up of employee’s deductions, loans, additions, commissions, unpaid leaves.
· Check accuracy of information in final payroll report
· Process and issue employee monthly pay slips, and ensure their distribution to the employees Prepare monthly salary entries and provision in accordance with accounting standards and principles 

  Experience – II
Organization    : Syntax ITEs Pvt Ltd.

Duration           
      : April ’13 to Nov’13

Designation     
      : HR Executive.

Responsibilities:

· Complete Salary Process.

· Making tracker of e-books.

· Collect e-books from vendors and allocate for QC check.

· Create invoice of vendor according to their production.

· Maintain daily database of books. 

· Preparing Offer letter, Appointment letter and Termination letter.

· Maintain Employees daily records.

· Handling all type of banking works. 
· Maintain complete employee life cycle offer, appointment, Confirmation, transfer.
· Day-To-Day Efficient Operation of the HR Office;
· Monitoring employee performance appraisal review programme.
· General Administration.

Experience – III
Organization    : First Flight Courier Ltd
Duration           
      : Nov ’11 to April ’13 
Designation     
      : MIS Executive.

Responsibilities:
· Managing database of customers, preparing MIS Report, documentation etc 
· Making daily reports, pivot table, charts.
· Making Parcel tracking report. 

· Co-ordinate with Vendor regarding data

· Prepare Invoice and send it to Account teams.
PERSONAL DETAILS

· Date of Birth
 
: 10th September1989

· Nationality               : Indian

· Gender                    : Male

 STRENGHTS

· Good in Advance MS Excel (98, 2003, 2007 & 2010.)

· Leadership Qualities.

· Good Communication.

· Taking Initiative for Positive Results. 
PASSPORT DETAILS

· Nationality

: Indian

· Place of Birth

: Mumbai
· Place of Issue

: Mumbai

· Gender

: Male
· Visa


: Employee 

