Ravinder 
Aiming to achieve a challenging position in an organization where I look forward for working environment that provides me ample opportunities to enhance my skills in service Management and to make significant contribution to the organization. 
Career Conspectus
Key Responsibility 

· Payroll

· Full & Final Settlements
· Monthly Mediclaim 

· Proper Documentation of Standards & deliverables.

· Maintaining Leave and Attendance records.

· Keeping track of Probation Confirmation of the employees

· Preparing various letters like Appointment, Experience & Relieving Letters.

· Ensuring statutory compliance.

Scholastics

M.B.A (Human Resource and Management), 2013
Maharishi Dayanand University (M.D.U), Rohtak Haryana
B.A PASS, 2006

Delhi University (D.U), New Delhi

Diploma in Medical Transcription (MT), 2005

Info soft Technologies Pvt.Ltd. Delhi (Private), New Delhi 

12TH Standard (CBSE Board, 2002)

Union Academy Senior Secondary School Raja Bazar, New Delhi.

10TH Standard (CBSE Board, 2000)

D. A .V  Secondary School, Baird Road, Gole Market, New Delhi.

Total Experience

1. Organization 
 :
Porteck India Info services Pvt. Ltd. Noida
Tenure 

 :
March 2007 to April 2010.

Position Held 
 : 
Medical Transcriptionist.

Nature of Job       :            Making out-bond discharge summaries for the patient within    Australia, Canada & European countries through hearing aid.

2. Organization
 :
Fortis Multispecialty Hospitals Ltd. Noida 

(210 Bed Multi-Speciality Hospital accredited by NABH over 900 Staffs)
Tenure 

 :
25 October 2010 to 31 March 2016.

Position Held    :
Coordinator Officer
Nature of Job       :          From 25th October 2010 to 28th Feb 2013 worked as a Coordinator Officer in the Radiology Department handled various worked right from schedule appointment for patient and giving them brief about the tests. Coordinate with patient and Doctors for MRI, X-RAY, ULTRASOUND, CT SCANS & all various types of studies which took place in the Radiology department. Used to prepare TAT reports for the department to make sure dispatch of all reports on or before time. 
Position Held 
 :
HR Office (Human Resources) 31 March 2013 to 2016 
I have been promoted by the management as a HR Officer in the HR Department at Fortis Hospitals Ltd.
Nature of Job       :            Joining formalities, Final settlement, monthly Mediclaim & ESI, Leave and Attendance management system, maker and check of all personal files for proper documentation of standards & deliverables, drafting various administrative letters and Ensuring statutory compliance.
Presently Working

3. Organization  :
Avivo-Group, Bur Dubai (UAE)
 Position Held        :
Payroll Officer
Job Profile
 :
Handling Payroll, On board of board checklist Leave & Attendance management, Final Settlement, joining formalities, drafting all kids of letters.
 Tenure 

  :
1 April 2016 to till date
Technical Skills

· Diploma in Basic Computer Application from D A V Computer Centre, New Delhi.

· Worked on ERP Oracle Software for One year was handling HRMS/Core HR/ESS.

· Working on ERP Focus Software handling Payroll/Core HR.     

Beyond Curriculum

· Listening to soft music
· Painting

· Playing Cricket
Personal Vitae

Date of Birth


: 
12th May 1984

Linguistics


:
English & Hindi

Marital Status


:
Married 
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A result oriented professional with 8+ years of experience in Service Industry, presently working with Avivo-Group (Healthcare), Dubai UAE.





Handling Payroll.





Handling Full and Final settlements.





Handling monthly Mediclaim policy 





Handling Leave and Attendance record.





Drafting letters HR & Administrative. 





Handling Probation Confirmation.











