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Career Objective: - Seeking a challenging career in HR & Administration with a progressive organization which will utilize my skills, abilities and education in management whilst contributing to the development of the organization.
SKILLS PROFILE:
- MBA in Human Resources Management with 06 years professional experience in Human Resources and Admin- Department.

- Comprehensive knowledge on HR competencies, recruitment procedures & policy implementations

- Demonstrates flexibility and adaptability in daily work and to changing strategies procedures.

CORE COMPETENCIES:

-Aggressive
-Detail conscious
-Good leadership skills
-Effective communication skills
-Ability to maintain inter-personal relations.
-Exquisite organizational & management skills.
-Confident
-Flexible in work.
-Honest.
 TOTAL EXPERIENCE: 06 YEARS.
Worked as an HR-Administrator at Miraj Instrumentation Services.
(November 2012 to February 2015) 
Job Responsibilities: 
-Preparing Final settlements, Gratuity, leave salary and all employee benefits.
-Compilation & processing of attendance data in attendance system.
-Processing monthly attendance muster for workers.
-Maintaining employees personal files and records, communicating HR policies & across the organization at all levels. 
-Designed Policies and Various HR Forms and Induction Program. 
-Tracking attendance, maintaining leave records, PF records. 
-Keeping track of Confirmation, Appraisals, and Increments of employees.
-Preparing various letters like offer letter, appointment letter, confirmation letter, increment letter, transfer letter, Absenteeism notice,    warning letter, showcase notice, experience/service certificate, reliving letter, etc.
-Resourcing, screening and short listing resumes through various job portals.
-Short listing the resumes based on the job requirement. .
-Maintaining employee’s personal files and records. 
-Designed Policies and Various HR Forms and Induction Program. 
-Preparation of full and final settlement.
-Be the first point of contact for all HR-related queries
-Administer HR-related documentation, such as contracts of employment
-Ensure the relevant HR database is up to date, accurate and complies with legislation
-Assist in the recruitment process.

-Strong knowledge of all I.T packages (Microsoft Word, Excel, etc).
-Collating timesheets, calculating hours & producing information to forward to payroll 
-Ensuring office expenditure is maintained within budgeted levels.
-The ability to plan, anticipate & react positively.
-Ability to communicate effectively at all levels.
-Ensuring that proper office evacuation procedures are in place in case of a emergency situation arising.
-Writing up simple instructions, short correspondence, and memos.
-Maintaining correct staffing levels in line with busy periods and holiday leave.
-Providing reports, as required, for senior management.
-Consistently striving for continuous improvement whilst ensuring a high level of professional.
Worked as a Office administrative associate at Petron Engineering construction Ltd.
(July  2010  to October 2012)

Job Responsibilities:
Acting as one point contact for all administrative matters like Time keeping and attendance, canteen management, office management, guest house management, maintenance, upkeep and repairs of company’s assets, Telephone lines, mobile phones, logistics and courier services, procurement, storage and issue of stationery .

-Identifying dependable and cost effective vendors for various services and maintaining schedule of alternate vendors and vendor accounts, also responsible for releasing purchase order and handling purchase of materials.

-Liaised with Vendors and Agencies for signing effective corporate deals.

-Maintain a flawless communication with the employees; ensure timely resolution of employee grievances and harmonious working environment at all levels.

-Carrying out necessary procedures in the event of fire, breaking and entering, accident or major damage. Caretakers are required to know the location of first-aid equipment and facilities.

-Maintain the care and use of housekeeping supplies and equipment, etc. Perform regular inspections for sanitation, order, safety and proper performance of assigned duties. Inspect storage rooms, utility & janitorial closet, etc., for upkeep and supply control.

-Coordinating with Event Management Companies for organizing various activities like seminars, conferences, team building activities, recreational activities-Assure that Housekeeping staff follows established safety regulations in the use of equipment & supplies at all times. Ensure activities in compliance of legislation and regulatory requirements in the department.

-Prepare & oversee the documents like Safety Rules, Operation & Maintenance Instructions and Procedural Manuals.

-Handle material procurement related functions through local purchase and through supply/ execution contracts including procurement of capital equipments and preparing purchase bills. 

-Accountable for managing ticketing for national and International travel entailing sending the application to relevant Embassy, appointments, arranging meetings and preparing minutes of the meetings
Worked as a Office administrative associate at Vishal Engineering & Construction Co Pvt. Ltd.
(March 2009  to June 2010)

-Effectively maintaining and monitoring the business data and asset management systems.

- Managing a front office dealing with face to face, telephone & e-mail enquiries.

- Preparing application forms and sales literature.

-Photo copying, filing, scanning and carrying out any other administration duties as and when required.

-Scheduling appointments on behalf of the sales consultants as required.

- Investigating and resolving invoice queries.

- dealing with queries both internally and externally.

- administrating the Holiday systems.

- Carrying out a physical stock count of consumables on a monthly basis.
EDUCATIONAL CREDENTIALS:
-MBA with Dual specialization HRM +MKT from M.U Nalanda College.
-Bachelor of Business Management (BBM) from Magadha University.
-HSC (science) from Bihar school examination Board Patna.
-SSC from Bihar school examination Board Patna.
 EXPERTISE IN IT/SOFTWARE
	         - Global Internet

- Diploma in Computer Application, M-Dos

- SQL, Ms-office 2003/07

- Ms Access, SQL Server05/08
	-Security, Quick hill,  NO- Windows XP/2003/2007

- Installation various OS and Software

- Various Anti Viruses used and updates

- (AVG, AVAST, Kaspersky Internet RTON)


PERSONALITY TRAITS:
- Innovative thinker and excellent leadership qualities.
- Excellent in influencing the people.
- Efficient in communicating well in written and verbal both.
- Able to motivate and negotiate the people.

Key Responsibilities handled.
- Assist the HR manager in planning of Organizational recruitment.
- Take the interview of the recruiters.
- Make the joining documents of recruiters.
- Convey the Policies and rules to the employees.
- Maintain the records of employees.
- Track the daily attendance of the employees.
- Present the employees performance report in front of HR manager.
PERSONAL DETAILS:

Date of Birth


: 10. 12. 1987

Language Known

               : English, Hindi, Urdu.


Marital Status


: Married.


Religion


               : Islam
.


 


Nationality


: India
Declaration:- I hereby declare that the above furnish information is true to the best of my knowledge and belief.



                                                                                                                      

