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 SHAPE  \* MERGEFORMAT 



To excel in the field of Human Resource and Administration by giving the best to the organization and to create opportunities to improve and broaden my skill set to ensure that I can continue to be an asset for the organization.
Synopsis
· Total 4.6 years’ experience last association with S.K. INFOTECH PVT. LTD.
· Proficiency in PF, ESI Online works, Salary Preparation, conducting training & development programmes, inductions and recruitment strategies.
· Gained knowledge on Payroll Administration, HR Generalist, Recruitment & Selection through a 45 days practical exposure undertaken at Premier Academy of HR Professionals Associated with Payroll Guru India.
· Comprehensive exposure to MS Office, Payroll Software and other Internet Applications.
· An effective communicator endowed with good analytical, problem solving & organizational abilities. 
· IT Skills: Comprehensive exposure to MS Office, Payroll Software.
Academic Credentials
· Executive post Graduate program- HRM(Human Resource Management) from Indian Institute of Management (IIM), Kozhikode (Dec’13- Dec’14)
· Full time MBA in HRM & Marketing from Dayanand Sagar Business School Bangalore(Affiliated with AIMA) with CGPA  3.25 / 4
· Bachelor of Arts (Hons) in Economics from Aligarh Muslim University, Aligarh, U.P.
                                                 S.K. INFOTECH PVT. LTD.   
 LAST FIRM:-

S.K. INFOTECH PVT. LTD

      From: - Nov 2014 to May 2015                                                           
Company Profile
· S.K. INFOTECH PVT. LTD is the leading provider of innovative solutions in the field of encryption technologies, system engineering and alliances and surveillance solutions.
Job & responsibilities
· Employees joining, Induction, & relieving formalities
· Preparing SOPs
· Employee Engagement activities
· Talent Acquisition through different mediums like job portals, print ads, walk-ins etc.
· payroll 
· Training & Development.
· Performance management-Facilitating and monitoring the process of target setting and periodic reviews
· Involved in Succession planning & Competency mapping.
· Monitor attendance of employees and maintain records for absence & leave
· Preparation & submission of HR monthly report each month.
· Employee Grievance 
                                                 TIMES JOBS DOT COM   
TIMES JOBS DOT COM

From: - Nov 2010 to Sept 2013                                                           
Company Profile
· TIMES JOBS DOT COM is  the premium recruitment portal meets all jobs needs
Job & responsibilities
· Hiring for Times jobs vertical ( West )
· Acquire talent through different sources like employee referrals, internal job positing (IJP), career website as well as external sourcing through job portals 
· Mid & Senior Level hiring.
· Employees joining, Induction, & relieving formalities
· Training & Development.
· Preparation & submission of HR monthly report each month.
· Performance management
· Employee grievance.
· Ensure that all vacant positions are analyses for replacement or modification of role.
· Have complete knowledge of payroll process
                                                 JUSTDIAL PVT LTD
JUSTDIAL PVT LTD

From: - Sep 2009 - Nov 2010
Company Profile: - JUSTDIAL PVT LTD is India's no.1 local search destination. The company caters to over 57 million unique users spread across 2000 towns and cities in India. This unique local search service is available on Phone, Web, WAP and SMS. Just Dial, India employs 4000 strong work force, has more than 145,000 paid advertisers.
Job & responsibilities
· Given Presentation to the customer regarding the products of just dial.
· Good Knowledge about Products.
· Maintained quality control and satisfaction records
Training Programme
Sub

: Practical Core HR Training, Payroll with Recruitment & Selection.
Org.

: Premier Academy of HR Professionals, BLR
Tenure
: Sep 2013 - Nov 2013
Role

: Trainee.
Scope of Training-
To equip the candidates with knowledge and skill in the area of HR to become competent HR professionals
Run by with general concepts and gain an overview on the Practical Human Resource Management.
Part 1: Core HR 
           -Manpower Planning
           -Recruitment & Selection
           -Training & Development
Part 2: Payroll Administration


-Statutory Laws


-Payroll Process (Manual & Software)
Part 3: HR Generalist Area


-HR Admin Function


-Etc,
Part 4: Statutory Compliances
           -The Provident Fund Act 1952
           -The Employee State Insurance Act (ESIC)
           -Bonus Act
           -Payment of Gratuity Act
           -Professional Tax
           -House Rent Allowance
Personal Dossier
Date of Birth

: 23/ 08/82        
Linguistic Abilities
: English & Hindi

Marital status               : married








Nationality                    : Indian.










Place: - Dubai                                 








