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CHARU 
Experience in HR with over 8 years of board-based and progressively responsibility experience in management and human resource. Extensive knowledge of working practices, recruitment, pay, conditions of employment and diversity issues.                                                                                                   
Professional Experience
Company Name
: RNIS Ltd.
Designation 

: Sr. Operation Officer (HR)
Date


: May’2008 to July 2015
Responsibilities:

Supervising all aspects of HR planning, including recruitment, manpower resourcing, organizing and conducting interviews and induction training.
Recruitment, screening, filtering CVs, scheduling and arranging personal interview, joining related formalities.

Handling Retainer’s and Casual’s/ Trainee’s salary process (over 600 employees of different branches).
Ensuring proper sorting, file keeping and documentation for all the records.

Preparing monthly attendance report for salary and stipend of all employees.
Preparing salary slip for entire internal employees.
Maintaining record of leave (CL/SL/EL) for every internal employees
Maintaining Employees Attendance Records and keeping record of Leaves and weekly/ compensatory off.

Handling vendor management, rolling out, receiving quotations and raise the P.O

Verifying amount payable on vendor invoices and ensuring deductions like, TDS, invoicing errors, penalties etc.

Taking care of Vendor Payouts in terms of advising Invoice, Documentation and authorizing payments.

Purchase of equipments & maintenance.

Data Monitoring, handling the complete stock & manage the Inventory.

Managing and maintaining MIS reports.
Company Name
: MARUTI SUZUKI INDIA LTD.
Designation 

: HR Executive

Date


: March.2005 to April.2008
Responsibilities:

Maintain the monthly MIS related to sales.
Taking care of over all Administrative activities
Fulfilling fundamental requirements of employees
Time office supervision & Leave administration
Preparing monthly attendance report for salary and stipend of all employees.
Maintaining Employee’s records and updated documentation manually as well as computerized databases 

Coordinating & Conducting for programmer,  functions & Sports activities

In charge of Outsourced staff (Handy boys & Security) ensuring timely billing & payment of vendor charges 

Data Monitoring, handling the complete stock .

Handling Contractor’s, franchise’s agreement & maintaining statutory records 

Grievances handling arising out of Employees & Outsourced staff issues at our branches.

Handling Retainers & casual’s salary process & other statutory activities

Collaborate with several General Service departments to ensure clients receive quality service 

Educational Qualification
MBA in HR from SMU University in 2006

Bachelor of commerce from Delhi University in 2004 
Addition Skills
Advanced proficiency in Microsoft Office programs including Word, Excel and PowerPoint

Advanced programming skills in creating reports using SQL

Advanced proficiency using information systems (HRIS)

Personal Particulars
Nationality: Indian                                                 
Date of Birth: 22nd May, 1983
Marital Status: Married                                           
 

DATE:   /    /             
PLACE: Bur Dubai  
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