[image: image1.png]


Gulfjobseeker.com CV No: 1454460
Mobile +971504753686 +971505905010  
cvdatabase[@]gulfjobseeker.com

To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php.

CAREER OBJECTIVES:
· To take keen interest in the establishment of healthy HR practices and development of the profession.
· To convert myself as a responsible member of the organization team committed to the achievement of the organizational goals.
WORK EXPERIENCE: (Total work experience 3.8yrs)
Currently working as Sr. Executive - H.R at Bright Packaging Pvt Ltd, Mangalore October 2013 to July2015.

Roles & Responsibilities:
· Recruitment

· Joining Formality

· Wage administration in SARAL pay pack software.
· Time management : ESSL time track software biometric
· Joining & Relieving formalities

· Handling ESI, PF, Bonus, Professional Tax & other statutory compliances

· Coordinate welfare activities- Birthday & Anniversary day celebration.

· Organinsing training programme 

· Leave Management
· Maintain registers: 
ESI, PF, Bonus form A,B,C, Annual leave with wages-Form 14, accident register,      ISO, Form D –Equal Remuneration, ISO related documents etc

· Half Yearly & Annual returns to labour Department & Factory Inspector
Sr. Executive H.R. in G4S Secure Solution India Pvt Ltd, Mangalore From November 2012 to July 2013.
Roles & Responsibilities:
· Recruitment: Interviewing the candidates
· Joining formalities

· Conducting background verification & police verification of new joinees
· Maintaining leave record of employees

· Register Maintenance 
· Leave with wages register

· Muster roll register

· Wage register

· Overtime register
· Payroll Management 
· Monthly salary process in ERP-SAP 

· Distribution of wage slips to employees

· Preparing Form –T for every month. 
· Statutory Compliance
· Maintaining ESI registration form -1 & online registration for generation of ESI number. 
· Monthly return of ESI

· PF Claiming procedure (Form 19 & Form 10c)

· PF transfer (form 13)

· PF monthly return
· Maintaining document related to labour department
· Leave Management 
· Managing leave records (CL, PL)

· Leave entry in ERP
H.R Officer in Mondovi Motors Pvt Ltd, Mangalore from November 2011 to November 2012.  

Roles & Responsibilities:
· Recruitment
· Sourcing the candidates through employee referrals, Consultancies Referral and through Maintaining data bank 

· Preparing Appointment Letters, Transfer, Confirmation letters
· Induction
· Providing induction to new joinees

· Collecting Orientation/Induction Report

· Training and development
· Preparing the Internal Training Calendar for Sales Dept on monthly basis

· Identify the training needs and Planning for the monthly training of MSIL for sales

· Nominating the employees for Training 

· Collecting and analyzing training feedback

· Wage and salary administration
· Entering the Attendance details of employees
· Preparing the Muster Roll 

· Personnel administration
· Maintaining Daily Attendance

· Maintaining Personal Profiles of the employees 
· Maintaining Leave records of the showroom, True Value and Accessories Staff.

· Filling the ESI, PF, Gratuity forms for the newly joined employees 
· Generating ESI number for the employees below ESI bracket in ESI website.

· Relieving formalities
· Preparing Relieving & Service  Certificates

· Conducting Exiting Interviews and maintaining records

· Maintaining the No Dues form and coordinating with the Dept heads regarding the same
ACADAMIC QUALIFICATION:

· M.S.W. in Human Resource from St. Aloysius College, An Autonomous College, affiliated to Mangalore University, with an Aggregate of 64.38% (First Class) in 2009-2011.
· B.S.W. from St. Aloysius College, Mangalore, with an Aggregate of 66.52% (First Class) in 2008-09.

ADDITIONAL QUALIFICATION:
· Computer Knowledge, Marian Institute of Computer Science (MICS), Mangalore
· MS-Excel from Sri Matha Education Trust, Mangalore(2011)

PROJECT WORK:
A project under taken on topic “HR POLICIES AND ITS IMPACT ON EMPLOYEE PERFORMANCE” with special preference to M.R.P.L. in the academic year 2010-2011
INTERNSHIP:
· HR training at Bharath Motors, Kuntikan, Mangalore (August 2011)
· Kudremukh Iron Ore Company limited, Panambur, Mangalore as a part of field practicum (2010-11).`
· “Mangalore Refinery and Petrochemicals Limited(MRPL), Mangalore” Placement for the period of one month(May2010-June2010).
SKILLS:

· Expertise in the area of Recruitment, Induction, Training & Development, Wage Administration, Employee grievance handling, Personnel Administration, Industrial Relation & HRM.

· Approachable, Strong interpersonal skills, Systematic Planner, Organization and Time Management Skills, Initiator, Excellent verbal and written skills, Decision maker, a good team player, reporting skills & Microsoft office skills

PERSONAL DETAILS:
Date of Birth

:
22nd April 1989
Sex


:
Male
Nationality

:
Indian

Language Known
:
English. Kannada, Hindi, Konkani, Tulu
Declaration:
I hereby declare all the information furnished above is true to my knowledge and supportive documents submitted
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