        CURRICULAM VITAE




Objective:

                A  Challenging Career With a dynamic organization offering professional growth with personal satisfaction by fully utilizing my education & experience.

Educational Qualification:

1 H.S.C from Uttar Pradesh Education Board with second class.
2 Intermediate from Uttar Pradesh Education Board with second class.
3 B.A. {Bachelor of Art} in D.D.U Gorakhpur University.
4 Post Graduate Diploma Corporate Legal Management for Veer Narmad South Gujarat University.
5 Post Graduate Diploma Human Resource Management for Veer Narmad South Gujarat University.
Computer Qualification:  (D.O.A) M.S.Office, Excel, Power Point & Internet, Primavera Project Management (PM Concepts)
Work Experience: 
· Siyaram Silk Mills Ltd. From Jul-2009 to 2012 as a HR Assistant.
· Gagan process dyeing & painting Sep-2012 to April-2013 HR Executive.

· Donear Industries Ltd. From May-2013 to April-2014 as a HR Officer

· Ranjan Fashion From 2nd June 2014 to 12th Sept-2014 as a HR Executive.
· Naklank Fashion from 14th Sept- 2014 to continue as a HR HOD.
Job Profile: 
Personnel Function

· Joining Proceed,

· Responsible for maintain of personal files,

· Organization Management

Contract Labour Management
· Submission of returns,

· Contractor’s Bill Cheking,

· All types of CL Act Wise Registers Maintain,

Time Kipping Function

· Absenteeism Report Monthly,
· Overtime Report Monthly,

· Late Coming Report Monthly,

· Early Going Report Monthly,

Further Essentials:

· Industrial Relation

· Industrial Health

· Industrial Safety 

· Employee Welfare 

· Manpower Planning

· Recruitment & Selection

· Performance Appraisal

· Training & Development

· Wages and Salary Administration

· Incentives and Benefits

· Awards & Rewards

· Counseling & Motivation

· Employee Engagement
· Employee Participation
Legal Compliance under Different Law

· Employees Provident Funds and Miscellaneous Act-1952.

· All Type of PF record Maintain

· Monthly Challan,Form 5,10 &12A

· Annually Return 3A & 6A

· Factories Act-1948

· Minimum Wages Act-1948

· Apprentices Act-1961

· ESIC Act-1948
· UAE Labour Law (198 Article)
Present Job: NAKLANK FASHION
Job Profile:
· Ensure to maintain Time Office and employee related record and new joining & leaving formalities.
· To maintain and keeping the all records about Time office (attendance, leave, C/Off, W/Off, OT etc.)
· Preparation and distribution of salary/wages (Staff, Worker, Trainees etc.)To maintain and keeping the all records about security, house keeping, Fire fighting equipments, First aid.
· Administration of staff & workers accommodation.
· Agreement/contract with various contractors working in the mill.
· Hotel booking, ticket booking for Visitor/guest.
· Canteen Management etc.
· Organization Management
· Good Communication & Good Coordinator
· Handling existing & Ex-employee queries

Strengths:

· I believe in maintaining high standard of work. 

· Good Team Work With Positive Approach. 

· I believe in sincerity and dedication in the execution of the work given to me.

· Good Convincing Power.

· Art of life.

Recruitment And Selection:

· Maintaining and conducting interviews through references, advertisements and job portals and consultants. 

· Recruitment planning, Recruiting and ensuring seamless conduct of the Interview process

· Segregating /collecting resume according to job KRA’s
· Conducting telephonic interview

· Handling complete life cycle of recruitments 

· Responsible for doing the Joining formalities

· Developed sources of candidates; screened, interviewed & recruited applicants for meeting professional & technical job openings

· Maintaining a systematic and comprehensive database of all candidates

· Introducing the New Joiners’ to the concerned Project Heads, Co-Colleagues and the Top Management.

Personal details:

DATE OF BIRTH                     :                   08/09/1990
GENDER                                  :               Male

MARITAL STATUS                :                  Unmarried
RELIGION                               :                  Hindu 
NATIONALITY                       :                  Indian
LANGUAGE KNOWN            :               Hindi, English    

First Name of Application CV No: 1672920
Whatsapp Mobile: +971504753686 
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