Curriculum Vitae / Resume
Personal Information
Date of Birth:

25/04/78
Education Details\\\
COURSE: Masters in computer application
Institute/university:Sivaji University Kolhapur, INDIA

Result: First Class pass
Year: 2000-2003
COURSE: Bachelors in business management
Institute/University:Mahathma Gandhi university India/BPC college
Result:first class pass
Year: 1996-1999
COURSE: pre-degree

Institute/university:M.G.University,INDIA
Result:First Class pass
Year: 1994-1996

Objective
  I am seeking employment with a company where I can use my talents and skills to grow and expand the company.

 I want to succeed in a stimulating and challenging environment, building the success of the company while I experience advancement opportunities.

  I want to excel in this field with hard work, perseverance and dedication.

  I want a highly rewarding career where I can use my skills and knowledge to help the company and my coworkers be successful.

  I am seeking a company where I can use my experience and education to help the company meet and surpass its goals.

  I want to be part of the success in an environment of growth and excellence.  I am seeking a competitive and challenging environment where I can serve your organization and establish an enjoyable career for myself.

Work Experience
Name of company:Lancashire teaching hospitals (UnitedKingdom)
Position: HR Assistant
Dates of Employment: november 2011 till july 2015

Lancashire teaching hospitals is one of the biggest hospitals in North West of England. 

Skills required for this role were: Reporting Skills, Administrative Writing Skills, Microsoft Office Skills, Managing Processes, Organization, Analyzing Information , Professionalism, Problem Solving, Supply Management, Inventory Control, Verbal and written Communication .
The HR team have been recognised for providing a very high level of customer service, both internally and externally and so excellent communication skills both verbally and in writing are important.
As a member of a small team this role also requires someone who can work well with the immediate team, providing cover for their areas of responsibility as needed, and also build strong working relationships with the wider HR team, and managers across the organisation.

Responsibilities:
· Scheduling interview

· To maintain and develop the recruitment and selection process 
· To process recruitment and other information in a timely manner.

· To deal effectively and efficiently with all recruitment queries from both internal and external applicants, including dealing diplomatically and professionally with sensitive or difficult situations, while ensuring deadlines are met.

· To collate and process the relevant paperwork for vacancies and ensure that the vacancy control authorisation is in place prior to the post being advertised.

· To actively manage and monitor receipt of all pre-employment checks e.g. DBS, Health Clearance, References etc, updating ESR and office systems as appropriate.

· To issue Contracts of Employment to new starters, and send variation letters to staff to inform them of contractual changes as they occur.

· To effectively and efficiently process and input payroll changes on ESR.

· To undertake monthly registration compliance audits, producing reports and escalating risks as appropriate.

· To support the administration of the childcare voucher scheme for NECS and CCG employees, and any other staff benefit scheme introduced by the organisation.

· To advise managers and staff on routine HR queries, e.g. sickness absence, recruitment, terms and conditions of service, seeking advice and guidance as necessary.

· To be responsible for maintaining effective office systems and procedures, making maximum use of technology and updating information and process logs as appropriate.

· To ensure that files and records are maintained, stored and retrieved appropriately, including the maintenance of computerised information systems.

· To open, date and distribute incoming post for the HR team.

· To provide an efficient and effective administrative service as part of the HR Team - this may include receiving telephone calls, updating the call log, minute taking, meeting planning, diary management, filing, maintenance of databases, photocopying etc.

· To make travel and accommodation arrangements.

· As part of the wider team, to review working practices and suggest improvements, ensuring continual quality improvement.

· Required to comply with all relevant national and local statutory and mandatory requirements including Health and Safety, Infection Control.
Name of company:Duncan sanderson Associates (UnitedKingdom)
Position:HR Administartion officer

ates of Employment: July 2006 till june 2011
Main Responsibilities:

Duncan sanderson associates is a company which deals with road accidents claim ,the companies exclusive fleet of cars provides the replacement  vehicles for hiring to individuals and organizations  .The company also take care of the legal process relating to accident claims the company has dedicated lawyers to provide support to customers.

As an HR associate to ensure the smooth running of office, like preparing policies and 

procedures, email the day to day updates to staff,staff sickness policies and procedures, holiday booking management, wage management, advertise new openings in the company, notice board Management etc
Updating company’s master file

Processing company’s ID to all new joiners

Undertaking other HR Officer duties in his absence

Special projects, as per HR Manager Request

Working closely with Accounts and Auditor for pay-roll check Leaves, sick leaves and leave trackers (making sure that that each Dept. has enough manpower at all times)
Working closely with various departments, increasingly in a consultancy role, assisting line managers to understand and implement policies and procedures;

Promoting equality and diversity as part of the culture of the organization;

Recruiting staff - this includes developing job descriptions and person specifications;

Advising on pay and other remuneration issues, including promotion and benefits

Administering payroll and maintaining employee records

Planning, and sometimes delivering, training - including inductions for new staff;

Analyzing training needs in conjunction with departmental managers;
Provide secretarial support to managers.
Interpreting and advising on employment law;
Proficient in MS office word,powerpoint,access,excel.

Name of company:Sharekhan pvt ltd

Position: Web site content management and development

Dates of Employment: December 2004 till January  2006

Main Responsibilities:

Sharekhan is one of the top stock trading companies in India. Thousands of people use sharekhan website to buy /sell or monitor the stocks so it is our priority to provide people with accurate m fast, updated information on a daily basis.

So website content play a key role in attracting new people and keeping existing customers, so content management and web site maintenance is very key to the success of the firm.

My responsibility include uploading contents in to web, making reports, development of small advertising pop ups, maintain lead management system etc.

Name of company:Eclerx pvt ltd(Dell configuration management)
Position: System analyst 

Dates of Employment: September 2003 till November 2004
Main Responsibilities:

I worked in a company called Eclerx which provides real time support Dell USA.I worked in project Sales Configuration management (SCM).

Our goal was to configure different types of systems for dell eg: workstation,servers,optipleX and latitude. We configure the system using software and upload when necessary as per request from US Dell. In my tenure I progressed in to leader of optiplex sub team (team of 5).
This job role require attention in detail, good verbal and written communication skills, skills  over the phone ,logging all  activity ,making reports to managers ,also each task done in particular time frame without any errors.
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