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OBJECTIVE:
To continue my career with an organizational that will utilize my MANAGEMENT, SUPERVISION AND ADMINISTRATIVE skills to benefit mutual growth and success.
	Profile Highlights:
	
	


· Total of 2+ years’ work experience in the field of Human Resource and Administration. 
· Holds BBA (Bachelor’s Degree in Business Administration major in management. 
· Proficient in MS Office Applications. 
· Excellent communication with convincing, negotiation, influencing and interpersonal skills. 
· Professional and pleasing mannered individual. 
· Energetic, enthusiastic and motivated with a desire to achieve goal. 
· A good team player who can shoulder responsibilities in any given task. 
· Can work under pressure and meet deadlines without compromising quality. 
· Have an experience of handling a payroll of around 1,500 employees. 
EDUCATION:
2012: Bachelor of Business Administration (BBA).
Karnatak University Dharwad, Karnataka, India
WORK EXPERIENCE:
DRN INFRASTRUCTURE- ENGINEERS & CONTRACTORS 

HR Executive (HR Department) 

7th August 2014 to 31st July 2015 

DRN Infrastructure (formerly R.N.Nayak& Sons) an Engineering & Construction behemoth was founded in the year 1983 with its corporate headquarters at Hubli and branches in Mumbai, Nagpur & Bangalore. The Company has achieved a rapid pace of growth in the last three decades, diversifying its offerings and expanding its income streams to today stand tall amongst its peers with excellent processes and modern equipment at its disposal. The company’s strategy of continuous backward integration has enabled it to execute construction & engineering projects as per commitment, on time and as per schedule. This has earned it a stellar reputation and a leading stature in the regions where it has a presence.
K.G Sontakki and Sons 
HR Executive 

1st May 2013 to 31st July 2014 
K.G Sontakki & Sons is the leading Manufacturer of Saree in the District of Belgaum. K. G Sontakki is the leading Manufacturer, Exporter, and Wholesaler of variety of Saree.
Duties and Responsibilities:
Recruitment
· Understanding manpower requisition from the concerned department. 
· Sourcing candidates that match the desired skills. 
· Arranging for technical interview and coordinating with the concerned person. 
· Maintaining and updating the database of the candidates. 
Induction and On-boarding
· When a particular candidate is finalized and selected, giving him offer letter or letter of intent On joining the services, issuing appointment letter with brief working agreement or policies. 
· Giving a description on the policies. 
· Properly Collecting relevant document of the new joinees as required. 
· Introducing him/her to the team and supervisor and/or manager. 
Attendance and Leave records
· Keeping a track of the attendance of the employees. 
· Filing the leave forms and keeping a track of the leaves taken. 
· Seeing to it that there is not much absenteeism on any given day. 
· Weekly requirement Process for site. 
· Weekly expense record cross checking with the attendance. 
Statutory Compliance
· Leaves – as per the act that is applicable to you. 
· PF / ESIC / Profession tax deductions as applicable. 
Exit Formalities
· Helping the person to be relieved properly. 
· Issuing relieving letter and letter of experience. 
· Doing the full and final settlement for the person. 
Other Responsibilities:
· Carrying administrative duties such as filing, typing, copying, binding, scanning etc. 
· Organizing travel arrangements for senior managers. 
· Writing letters and emails on behalf of other office staff. 
· Booking conference calls, rooms, taxis, couriers, hotels etc. 
· Processing expenses sheets and invoices. 
· Monitoring stationary levels and ordering office supplies. 
· Maintaining computer and manual filing systems. 
· Provide information to internal colleagues or external enquirers. 
· Handling sensitive information in a confidential manner. 
· Coordinating office procedures. 
· Resolve administrative problems. 
· Maintain up-to-date employee holiday records. 
PERSONAL INFORMATION
	Visa Status
	:
	Visit Visa

	Date of Birth
	:
	2 July 1990

	Gender
	:
	Male

	Nationality
	:
	Indian

	Marital Status
	:
	Single


