Curriculum vitae                                        Mr. Ashish 
	Personal Information :-

Email :

Ashish.314735@2freemail.com 
___________________________
Personal Data:
Date of Birth
:
8 Jun 1987
Nationality
:
Indian

Marital Status
:
Unmarried
Religion
:
Hindu

Languages Known :

English , Hindi ,
· Computer Literacy: Application software's, Emailing and internet Savvy MS office 2003,2007 and Windows 2000,Xp , 2003 operating system, Vista ,Window 7/8
· Interest & Hobbies:  Art collector, Reading, Traveling and music


	Objective :- 

To be a self motivated, professional in Human Resource & Administration career.

Professional Qualification :-

(DCA) Diploma in Computer Application and MS office (one year full time course) From Future Point Technical Education, New Delhi.
Pursuing Post Graduate Diploma in Management (MBA) from Karnataka State Open University (KSOU), Ghaziabad.
Educational Qualification

BBA From NIMS.

BSc.( Fire and Safety )  From Himalayan University 

12th From NIOS Board Delhi.
10th From Uttaranchal Board.
Fire and Safety Certification, IOSH, NEBOSH.
  Professional Experience (4 years )      

a) Working as Administrative Coordinator with Larsen & Toubro Qatar L.L.C.  From 14 Aug 2015 to till date.
b) Worked as HR Executive with Punj Lloyd Ltd. (Reliance       Industries   Limited) from 20 January 2014 to 05 August 2015.
b)   Worked as a HR Officer with Punj Lloyd ltd - MCPL (Myanmar China Crude Oil & Gas Pipe Line Project) from 24th April. 2012 to 10th Sep 2013
c)    Worked as a Zonal Coordinator with Aircel Ltd. – 2nd Jan -2011 to 9th- March - 2012



Project Details 
	Project Name
	MCPL (Myanmar-China Crude Oil and Gas Pipeline Project )

	Company
	Punj Lloyd Ltd 

	Client
	(CNPCs) China National Petroleum Corporation and Owner is  South-East Asia Crude Oil Pipeline Company Ltd. / South-East Asia Gas Pipeline Company Ltd. 

	Designation in Project
	Officer- HR/Admin 

	Nature of Project
	Myanmar-China Oil and Gas Pipeline Project was designed from 2008, with an overall length of 2,401.5 km. The crude oil pipeline starts from Made Island, on the west coast of Myanmar, and heads to Chongqing Province through Ruili, Yunnan. The overall length of pipeline in Myanmar is 770.5 km. The trunk line in China is 1,631 km, and the design throughput is 23 million tons/a, The natural gas pipeline starts from Kyaukpyu, on the western coast of Myanmar, joins crude oil pipeline in Made Island with the two laying in parallel, to Ruili, Yunnan Province, and then to Nanning where it connects with Line II of West-East natural gas transmission. The length of pipeline in Myanmar is 793 m. In China, the trunk line is 1,727 m long, and its design gas transportation capacity is 12 billion m3/ a. The project is one of China’s national energy passage projects.

	Job Responsibilities
	1) Assist HR Head in all areas of HR & Administrative functions.

2) Ensure office timing, attendance and discipline. Maintain personnel file and information’s as per company requirement. Compile specific requirement data / reports as required by HO and local within the time frame sending daily, monthly reports as required by Management and Head office.
3) Visa, Passport control and related work are to be done are per requirement.

4) Accommodation and transportation management as per requirement.

5) Coordination with local labor department, administrative dept. and Govt. authorities as required.

6) Maintaining Leave record of national and international staff.

7) Maintaining cordial relation with all and ensure support for smooth functioning across the sites / offices.

8) Joining formalities / separation formalities, Management of Contractual labour’s. Dealing with Govt. offices like; Labour office. Knowledge of drafting letter/s for disciplinary actions / confirmation etc. and other day to day issue based matters. Listening to grievances and implementing disciplinary procedures planning and sometimes delivering training, including inductions for new staff Timely Statutory compliances under various labour laws

9) Upkeep & maintenance of site office, Labour camp & Guest Houses. Any complained received to be sorted out within 48 hours. Ensuring availability of adequate lighting, water, telecommunication, email, fax, computers etc. Availability of Guest House to all employees in good conditions.
10) Liasioning & maintaining Cordial relation District Immigration office, District administration, District Police and local affairs. 
11) Timely availability of transport facilities to guest/employees. Timely availability pool cars / local transport for employees. Availability of Hygienic & quality food for employee and guest Setting up & effective management of all Site Offices, Guest Houses & Labour camp across all sites. Manage Transit Accommodation
12)  Travel & Ticketing of all personnel visiting from & to various sites. Transport Management for employees to commute to & from site offices. Stationary, Printing, Xerox & other ancillary admin support management Canteen, Pantry & Hospitality Management at Sites. 
13) Acting as one point contact for all administrative matters like Time keeping and attendance, catering  management, guest house management, maintenance, upkeep and repairs of company’s assets, Telephone lines, mobile phones, logistics and courier services, procurement, storage and issue of stationery and compensation of employees

14) Identifying dependable and cost effective vendors for various services and maintaining schedule of alternate vendors and vendor accounts, also responsible for releasing purchase order and handling purchase of materials.

15) Accountable for managing ticketing for national and International travel entailing sending the application to relevant Embassy, appointments, arranging meetings and preparing minutes of the meetings

16) Spearheading efforts across developing, managing and monitoring the performance of multi-skilled work force and ensuring smooth implementation of HR policies for manpower planning, recruitment, appointment, selection and development.


	Project Name
	J3 Ril Project Jamnagar Gujarat 

	Company
	Punj Lloyd Ltd.

	Client
	Reliance Industries Limited

	Designation in Project
	HR Executive  

	Nature of Project
	The Jamnagar Refinery is a private sector crude oil refinery owned by Reliance Industries in Jamnagar, Gujarat, India. The refinery was commissioned on 14 July 1999 with an installed capacity of 668,000 barrels per day (106,200 m3/d). It is currently the largest refinery in the world

	Job Responsibilities
	1) Preparing daily and weekly MIS for project management , Head office and Client 

2) Manage monthly payroll statement preparation for employees of Head – Office as well as site Office and update employees salary bank account    

3) Entrusted with the task of maintaining data base of all employees, and preparation of various Forms.

4) Manage the commercial accounts such as verification of attendance from muster rolls and leaves records and attendance regularization as per Client requirement

5) Monitor on staff punching tools ,even mapping employees as per their work Zone          for attendance purpose , data capturing & tracking attendance on daily basis as per client requirement   
6) Joining formalities / separation formalities, Management of Contractual labor’s. Dealing with Govt. offices like; PF office, FI office, Labor office. Knowledge of drafting letter/s for disciplinary actions / confirmation etc. and other day to day issue based matters.
7)  Listening to grievances and implementing disciplinary procedures planning and sometimes delivering training, including inductions for new staff Timely Statutory compliances under various labor laws

8) Vander Management and Vander billing like vehicle bills manpower supply bills  
9) Weekly and daily manpower updating and send to HO and project management team like planning and Project manager

10) Daily IR  issues handling and resolve all as per client requirement 

11) Maintaining cordial relation with all and ensure support for smooth functioning across the sites / offices.

12) Time keeping of all vehicle like workers trucks, staff bus at site and  send arrival and departure report to client on daily basis  
13) Keeping records of all administration expenses like Travel Allowance, DA , House rent and miscellaneous expenses of all employees


Project Details 
	Project Name
	Al Wakrah Bypass Road (P015). State of Qatar

	Company
	Larsen & Toubro Qatar L.L.C.

	Client
	ASHGHAL (Public Works Authority), State of Qatar

	Designation in Project
	Coordinator -Administrative 

	Nature of Project
	Part of the Expressway Programme, the Wakra Bypass project, located to the west of Al Wakra, comprises the construction of 11 km of new dual carriageway with five running lanes (in each direction) on either side of the central median. The project that starts near Al Mashaf Road and runs to Mesaieed Road includes five major interchanges along with access roads that will provide new access to key roads and residential areas such as Al Mashaf Road, Al Wukair Road, Road MAC, Mesaieed Road and Al Wukair area. 

 

Collector, feeder, service, and access roads will be provided where necessary along with five major two-level grade separated interchanges to allow free-flowing traffic.

 

The project is an integral part of Ashghal’s Expressway Programme, which aims to provide a high standard, safe and efficient road network across Qatar, improving the travel experience for all road users.
Area 

Multiple Areas 

Sector 

Expressway Programme Projects 

Total Cost 

2,187,800,000 Q.R. 

Status 

In progress 

Type 

Roads 

Start Date 

15 May 2014 

Expected completion date 

First quarter of 2018 

Construction company 

​Larsen & Toubro LTD

Consulting company 

​Programme Management Consultant:

Kellogg Brown & Root (KBR)

 

Design-Build Supervision Consultant: 

CH2MHILL Halcrow 



	Job Responsibilities
	1) Assist HR Manager in all areas of HR & Administrative functions.

2) Ensure office timing, attendance and discipline. Maintain personnel file and information’s as per company requirement. Compile specific requirement data / reports as required by HO and local within the time frame sending daily, monthly reports as required by Management and Head office.
3) Visa, Passport control and related work are to be done are per requirement.

4) Accommodation and transportation management as per requirement.

5) Coordination with local labor department, administrative dept. and Govt. authorities as required.

6) Maintaining Leave record of national and international staff.

7) Maintaining cordial relation with all and ensure support for smooth functioning across the sites / offices.

8) Upkeep & maintenance of site office, Labour camp & Guest Houses. Any complained received to be sorted out within 48 hours. Ensuring availability of adequate lighting, water, telecommunication, email, fax, computers etc. Availability of Guest House to all employees in good conditions.
9) Liasioning & maintaining Cordial relation District Immigration office, District administration, District Police and local affairs. 
10) Timely availability of transport facilities to guest/employees. Timely availability pool cars / local transport for employees. Availability of Hygienic & quality food for employee and guest Setting up & effective management of all Site Offices, Guest Houses & Labour camp across all sites. Manage Transit Accommodation
11)  Travel & Ticketing of all personnel visiting from & to various sites. Transport Management for employees to commute to & from site offices. Stationary, Printing, Xerox & other ancillary admin support management Canteen, Pantry & Hospitality Management at Sites. 
12) Acting as one point contact for all administrative matters like Time keeping and attendance, catering  management, guest house management, maintenance, upkeep and repairs of company’s assets, Telephone lines, mobile phones, logistics and courier services, procurement, storage and issue of stationery and compensation of employees

13) Identifying dependable and cost effective vendors for various services and maintaining schedule of alternate vendors and vendor accounts, also responsible for releasing purchase order and handling purchase of materials.

14) Accountable for managing ticketing for national and International travel entailing sending the application to relevant Embassy, appointments, arranging meetings and preparing minutes of the meetings


