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Looking for the best opportunity in your esteem organization where I would be able to utilize and enhance my potential while

being resourceful, innovative and flexible.
AREA OF EXPERTISE SYNOPSIS
A Dynamic &Energetic self-motivated Professional adopt at teamwork, well versed with the concepts of Human Resource Management with a flair to work in a stimulating environment. An out-of-the-box thinker committed towards the growth of the organization with flair for adopting emerging trends & addressing industry requirements. 
Payroll & Statutory Compliances 

·  Starting from basic salary negotiation to the final remittance of salary.
·  Ensuring the authenticity of the reports related with Salary, compensation and expenses of field staff
·  Calculation of Monthly Gross Salary,Net Salary, PF,ESI,PT,TDS Calculation.
·  PF,ESI,PT Online Submission,Form 16, 
                                                                     Recruitment

· Sourcing for the suitable profiles through various channels including portals and head hunting, internal and external referrals and through external agencies. 
· Handling Job Portals Naukri,MonsterSocial networking
· Coordination and conduction of interviews for various entry, middle and senior level positions, salary fitment, offer negotiations, online offer processing etc. 

· On Boarding of employees, joining formalities, coordination for induction, appointment.
MIS
· Maintaining various formats of MIS for reporting. Maintaining database for the employees, keeping track of offers etc.

Employee Relations

· Handling grievances, solving issues and queries, sending birthday cards, organising events and parties. 

·  Handling Confirmations, Increments in consultation with the Management.
                                                                 HRD            
 Performance Appraisals /HR Policies Implementation / Training & Development 
Training Calendar , Budgeting, Training Need Analysis

ACADEMIA

· Completed Master of Business Administration (Human Resource Management) from Imperial College of Engineering and Research, affiliated under Pune University in 2014 with aggregate marks of 63% in two semesters.

· Completed Master of Business Administration (Finance Management) from Imperial College of Engineering and Research, affiliated under Pune University in 2010 with aggregate marks of 63% in Four semesters
· Graduated as B.Com student from L.R.T. College, Akola affiliated under Amravati University in 2007.
IT Skills
          Microsoft Office, Windows and Internet Applications, Advanced Excel, Payroll ERP Software, Leave & Attendance Software  Advanced Excel(V lookup, H Pivot Table, Macros, Freeze, Filter, Mail Merge ) Online Job Portal ( Monster, Naukri), Social Networking
OTHER CERTIFICATIONS

· Industry Certified Practical Core HR Duties Program From PREHR ,Pune (2015)
· Certificate Course of MSCIT in the year (2004).
· Computer Accounting Tally in the year (2006)
WORK EXPERIENCE

JSPM’s Imperial College of Engg. & Research         
                        January’13 to April’15  
HR & Admin Executive. 
· Managing regular office administration including maintenance of attendance / leave / over time records and control late attendance
· Preparing Employee Salary ,Calculation of Gross Salary ,Net Salary ,PF,ESI,PT,TDS,MLWF 

· Generating Salary Slip through Excel & Payroll ERP Software. 

· Spearheading efforts for handling the responsibilities of General Administration, HR management & payroll Like Recruitment, Transfers  & Separation, Remuneration structures, Salary & pay slip generation 

· Carrying out Vendors Registration , Preparing Invoices on the basis of their PO, Follow up, Collection and deposit cheques 

· Responsible for Payment of statutory dues Company TDS, Employee TDS,, PF, P Tax, Making Payments of PF, P Tax, Employee TDS, etc.
· Online Submission of PF ,ESI ,PT (ECR File, Withdral, Transfer Claim) 
· Playing pivotal role in handling employee benefit schemes like Mediclaim, ESIC, Leave Salary, Bonus, Gratuity etc. and Employee Tax Calculation.

· Preparing monthly & annual HR Budget for all activities of HR like recruitment, salary & wages, employee training, promotions, confirmations, labor welfare, incentives, etc.

· Ensure timely resolution of employee grievances and queries related to payroll, also implementing measures for promoting cooperative & harmonious working environment at all levels.

· Sourcing for the suitable profiles through various channels including portals and head hunting, internal and external referrals and through external agencies. 

· Handling Job Portals Naukri, Monster Social networking

· Coordination and conduction of interviews for various entry, middle and senior level positions, salary fitment, offer negotiations, online offer processing etc. 

· On Boarding of employees, joining formalities, coordination for induction, appointment.

· Vendor management , Finding vendors , negotiating the rates & terms, placing orders , follow up 

· Collecting invoice, maintain their record , payments

· Store set up.
· Arranging Training for Existing Employee & Making Training Calendar, Training Need Analysis, Training Budget.
· Maintaining Database for Performance Level Quarterly Basis, Feedback from Higher Management, Involving in Appraisal Process.
· Employee Engagement Activity  - Events , Birthday Celebration, Team Building, etc
JSPM’s Imperial College of Engg. & Research


            September’10 – December’12    

Assistant Professor in MBA Department.
· Hard core teaching generates Best output as student’s results are concerned.

· Every year appointed as Guardian Faculty Member (GFM) for a batch of 30 students.

· Best track record for student results and development.

· Handling Administrative work at Institute level since 2010.

· Expertise in record keeping and record analysis to gather useful information.

Summer Internship:-
TITLE: Analytical Study With Respect to Major Companies in Telecom Industries in India.
DURATION: 2 Months.

ORGANISATION: IndiaNivesh Securities Pvt. Ltd.,Mumbai.

· To study the fundamental analysis.  

· To analyze Indian telecom sector taking into consideration its current status and future prospects. 

· To study various tools used in fundamental analysis to help investors.

· To study the major 4 key players in Indian telecom industry.

· To study the variations in Indian stock market and its impact on whole economy.

· To study the financial position of the major companies in telecom industry and analyze them to

· Recommend them to investors.
ACHIEVEMENT
· Represent  Sant .Gadge Baba University, Amravati. In Football team at Inter University Tournament held in Bhopal.

· Member of Softball team, Runner up at Inter College Tournament.

· Research paper submitted in National level seminar on Social Networking.

· Represent college thrice in Football, Cricket  and Hockey at Inter College Tournament.

· Complete Maharashtra Cadet Course.

.



PERSONAL DETAILS

Date of Birth                 :                 2nd December, 1984.

Gender                          :                  Male.

Marital Status               :                  Single.

             Strengths                      :                  Self Motivated and Dedicated towards works,

                                                                     Self confident and Leadership Quality.
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