Career Objective:
Seeking a challenging position in a growth oriented organization wherein I can be instrumental in helping to achieve organizational goals through the effective management of people and resources.
Area of Expertise:
· HR Operation & Management
· Pay roll Compliance Service
·  Employee Relationship Process (ERP)
· Retirals, Benefits & Compensation
· Recruitment, Training & Development
· MIS Management
· SAP HR Module
Employment Profile:
· Organization - ADP India Pvt. Ltd 

               Duration        - 1st July 2012 to 31st July, 2015
               Designation   - HR Executive     

Job Responsibilities 
· HR Operation 
· Document collection, generation of offer letters, e-code generation and e-filing
· Handling reference check process, Background Verification
· Coordination with respective BHRs
· Attendance Management In HRIS And Manual
· Process, verify, and maintain personnel related documentation, including staffing, time  
    management, scheduling, grievances, performance evaluations, classifications
· Recruitment Assistance in coordination with the managers & recruiters for the need of staff required  
    across time 

· MIS Management
·  Pay roll Compliance Service
· Labor Compliance, Statutory Compliance Services & Pay roll Compliance Service
· Prepare all the employees statutory deduction Break up Sheet.
· Handling employee’s retirals & Settlement process.  
· Handling payroll related queries raised by employees through HR Help desk & mails and resolve   

    them Within the SLA.
· MIS Management

· Organization - Aparajitha Corporate Services Pvt. Ltd
               Duration        - 1st Jan 2011 to 30th June 2012

               Designation   - HR Executive 

           Job Responsibilities
· Recruitment to Elimination: Responsible to fulfill the requirement of the entire process of  
  employee’s life cycle from recruitment to separation on PAN India basis.
·     HR Management:  Set up systematic and consistent HR Management, set up existing  
    systems, policies and organization structure, set up clear and concise JD, process 
    appraisal on time. Build up the social support manual.
·   Payroll: Checking the necessary details including attendance, deductions (ESI, TDS, PF, gratuity)   
  to finalize and Process staff’s salary on ERP Webtel.

· Organization - Spring Leaf Retail Pvt. Ltd.
           Duration        - 2nd Feb 2010 to 31st Oct 2010
           Designation   - HR Executive 
           Job Responsibilities
· Training:

· Assessing Needs of training through coordination of the departmental managers.

· Preparing reports of the programme and submitting to manager and making sure that the implementation of the concepts taught qualifies the standard of the shift’s objective.

· Administration and other duties :

· Process, verify, and maintain personnel related documentation, including staffing, time management, scheduling, grievances, performance evaluations, classifications, and employee leaves of absence.

· Recruitment:

· Recruitment Assistance in coordination with the managers & recruiters for the need of staff required across time.

· Organization – AACP (Assam Agricultural Competitive Project)
               Duration        - 1st Jan 2007 to 31st Dec. 2007
               Designation   -  Coordinator

            Job Responsibilities
· Organizing training program for the development of individual and organization development.

· Developing job design program
· Developing the selection and staffing program
· Organize a good compensation and benefit system through systematic planning and budget
SAP HR  Module 
· Developing an organizational structure in relation with different modules.

· Designing the personnel area of an organization with respect to its employee’s data maintenance and detail maintenance of their growth level.
· Professional qualifications:
                       2013 -   SAP HR Module Course, High technologies Solutions, New Delhi,India
            2009 -   Master of Business Administration (MBA) in HRM from Sikkim Manipal University.
            2005 -   Master Of Arts (M.A) in History from ASSAM UNIVERSITY, India                                                                                                                                                                                                                                      

            2002 -   Bachelor of Arts (B.A) from ASSAM UNIVERSITY, India
Computer Forte:
	Name of the course
	Course content
	       Duration
	Institute
	Grade

	Computer Concept and Paradigm
	 MS Word, MS Excel, 

Power Point

	       One Year


	     Community Information

Centre, India

	      +A



Project Work:
	S.L. No
	Name Of The Project 
	       Under Supervision of


	      Year Of Work 
	Duration

	1


	Comparative study the rural market

Pe    penetration of telecom Industry in Barak Valley.
	SIKKIM MANIPAL UNIVERSITY 
	2009
	3 month 


Personal Details:
               DATE OF BIRTH                            :     31st July 1981.

               LANGUAGES KNOWN                  :     English, Hindi, Bengali & Assamese
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