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Anand

Anand.298969@2freemail.com  
CAREER OBJECTIVES:

Highly qualified and well developed management professional with extensive corporate accounting and human resources leadership experience. Adept at supervising staff and conducting employee relations, recommending solutions to improve processes, and implementing effective training programs to streamline personnel productivity. Currently seeking a position in Human Resources, bringing 1 years of experience as follows. 
PASSION & ACHIVEMENTS:

· Certified by BJVM College- Gujarat, as a best player in Inter collegiate cricket tournament organized by Sardar Patel University (2006-2007).
· Certified by BJVM College- Gujarat, as a best captain in Inter collegiate cricket tournament organized by Sardar Patel University (2007-2008).

· Certified by Anand Institute of Business Studies- Gujarat, as a best captain in Inter collegiate cricket tournament organized by Sardar Patel University (2010-2011).

· Certified by Anand Institute of Business Studies- Gujarat, as a best Player and Captain in Inter collegiate cricket tournament organized by Sardar Patel University (2011-2012).
EMPLOYMENT RECITAL:
AEP INDUSTRIES PVT LTD

AEP Industries is established in 2009.  It’s manufacturing Investment Casting. A plant is situated at Plot No. I-140/141 GIDC, V.U.Nagar, Anand, Gujarat, India. 
DURATION        :  Since 1st August - 2011    to    05th April - 2015.

DESIGNATION   :  As an Accountant  
RESPONSIBILITES SHOULDERED:
· Processed voids, replacement checks, termination and corrections to effectively complete payroll, received time card reports and resolved exceptions prior to payroll processing; transmitted direct deposit files to financial institutions and printed and distributed payroll checks. 
· Collected processed and posted all monthly and miscellaneous contribution/payments.

· Evaluated and resolved accounts receivable discrepancies and billed clients/employers.

· Served as liaison with employers and members on contract and payment issues.
· Handled accounts receivable, accounts payable and cash receipts.

· Developed, implemented, modified and documented recordkeeping strategies, making use of current computer systems.

· Prepared, examined and analyzed accounting records, as well as other financial reports, to assess accuracy, completeness and conformance to reporting and procedural standards. 
· Prepared bank reconciliations and assisted with imports and billing. 

· Processed loans and maintained recovery. 
· Provided superior office management trained and processed new hires. 
· Reviewed contracts, purchase orders, and miscellaneous receipts.

· Handled highly confidential information on a daily basis.

TRINITY ENGINEERING SERVICES:

Trinity Engineering Service LLC has over the last three decades and they are into MEP contracting in the Middle East countries and the head office located in Dubai, UAE.   
DURATION        :  Since 22nd April 2015 – Till Date
DESIGNATION   :  HR Coordinators 
RESPONSIBILITES SHOULDERED:
· Recruitment and Manpower Planning: Directing recruitment and selection activities to meet the requirements of departments, sorting and filtering CV’s for different departments which are received through consultant, advertisement in job portals and newspapers. Preparing offer letter and appointment letters. 

· Induction: To impart a time bound and qualitative induction for all new recruits. Make an induction plan and ensure completion of induction. Liaison with different functional heads for their participation in the induction process.
· Over all operational handling of Administrative and HR activities. 

· Supervise and support all members of staff in the co-operate office, in the performance of their duties, in accordance with their job descriptions, contracts of employment, and in keeping with the ethos of the organization.

· Maintaining up to date record of all employees. 

· Best practice in monitoring Payroll for employees and implement any changes if needed and issue salary certificates, approving salary transfers to bank issuing orders for cash salaries and other benefits for employees like Health Insurance.
· Developing employee orientation programs to increase policy, procedure, and benefits awareness. 
· Attending and resolving workmen grievances. Build good employees and management relation by removing the situation of conflict under the light of company policy and UAE labor laws. 

· Assessing human resources needs, recommending individual/organizational development actions, and implementing consistent HR standards at all off-site locations.
QUALIFICATION:

Bachelor of Commerce in BJVM College (Sardar Patel University) in 2005-2008.

Master of E-Business AIBS College (Sardar Patel University) in 2010-2012.

SOFTWARE PROFICENCY:
· M S Office.
· Strong in Internet surfing.
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