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Anil.342390@2freemail.com 
ASPIRING HUMAN RESOURCE AND ADMINISTRATION MANAGEMENT PROFESSIONAL

Work Experience

2015 – Till date
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2012 – 2014

2011 – 2012

2010 – 2011



Ortel Communications Limited – INDIA
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SR. Executive-HR & Admin.

Taking care of end to end Recruitment and Selection process, Identifying suitable profiles through job portals, shortlisting of profiles, conducting campus placements in various locations. Scheduling the interviews, identifying the potential candidates and conduct initial screening to evaluate their skills which include matching with technical specification, experience, communication, attitude etc.

Coordinating with the government officials for License Renewal, Provident Fund, ESIC, Professional Tax, Entertainment Tax etc. Responsible for employees ID cards & visiting cards, creation of official mail ID’s, attendances & time sheets, leaves and absents, telephones, CUG SIM’s, vehicle fuel, power bills, tours & other reimbursements follow up’s with accounts department, creating personal file, responsible for induction program, employment contracts, accommodation and conveyance of visiting staff & new arrivals, boarding & lodging[image: image8.jpg]


and transportation services to ensure quality & guest satisfaction, taking care of workers contract and agreement formalities. Preparation of employee posting orders and transfers from site to site, induction. Conducting meetings on a regular basis for minimizing the grievance, salary negotiations and attrition handling of employees. Visiting of branches on weekly basis for records verification. Maintenance of records like Statutory Compliance’s, forms & formats registers under S & CE, Contract labor

Urbacon Trading & Contracting, Plant Machinery & Vehicles (PMV) - QATAR HR & Admin. Officer

Taking care of accommodation and conveyance of visiting managerial foreign staff and new arrivals, responsible for visa processing & immigration issues of all employees, probation evaluation, document controlling, contracts administration, premises & camp complaints and also responsible for camp administration etc. Coordinating with logistics and PRO departments for eye test, processing and renewal of driving temporary license & permanent license, NOC of drivers and operators, workers ATM cards, PIN and bank account issues, monitoring recruitment & selection of drivers and operators

Conduct ad-hoc salary reviews based on market information and oversee payroll administration including computation, salary deduction issues, salary increments, report submissions for payments etc. Processing of payroll draft copies and designing of monthly payrolls, monitoring termination and resignation, leaves and attendances, duty resumption and warning letter. Designing and preparation of organizational charts departmental wise through Microsoft Visio and Microsoft Excel

EasyARM (Phytec) - INDIA

Assistant Manager-HR & Administration

Coordinating with top management / heads / leads for job specifications, interview schedules, identifying the potential candidates and conduct initial screening to evaluate their skills which include matching with technical specification, experience, communication, attitude and monitoring HRMS etc.

Preparation of appointment letters, taking care of end to end recruitment and selection, training and development, designing payroll copies and payroll processing, salary negotiations, creating personal file, responsible for induction program of the candidate, issuing of identity cards, training and development, allocation of official mail ID etc. Monitoring sales, analysing sales records and identifying needs for sales, facility management of foreign guests and taking care of general administration

Phoenix IT Solutions - INDIA

Executive-HR & Administration

Recruiting candidates in various locations of Andhra Pradesh, Maharashtra and Orissa city, coordinating on a project called consumer indexing for Crompton Greaves (Maharashtra, India). Administering exit interview and providing exit feedback to the management, taking care of employee clearance formalities from all the departments, maintenance of database and also responding to client queries over phone

Performance evaluation, preparation of payroll draft copy, registration of PF and ESI, completing the statutory forms like PF and ESI etc, payroll grievances and complaints, Conducting weekly meetings & training programs, handling the complete staff data base, attendance, leaves records, tours & travel co-ordination, guest management and vehicle management, general office administration etc.

Globion - INDIA

HR-Trainee

Analysing inter-departmental operations and process-flow on all the HR activities, scheduling programs for training and development, coordinate recruitment & selection process, event co-ordination, employee relations and interventions, safety and general office administration like maintenance of office records, travel management, employee database management and premises complaints etc.

Identifying various measures being taken by the company to facilitate employee relations in the organization and also responsible for employee MIS system in the organization

Educational Credentials

2012 – 2012
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2009 – 2011

2006 – 2009

2004 – 2006



Ajax Management Studies
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Advanced Diploma in Human Resource Management

Location: Bangalore

Advanced Diploma in Human Resource Management as a Management Trainee at Ajax Management Consultants Private Limited. During my training at Ajax Management,

I was given exposure to the following areas:

HR Generalist Area, Payroll & Salary Processing and Core HR (Recruitment)

Andhra University

Masters in Human Resource Management

Possess knowledge of Human Resource Management, Organization Behaviour, Labour Legislations, Strategic Management, Business Environment, Principles of Management, Wage & Salary Administration, Industrial Relations and International Human Resource Management. Exceptional presentation skills, knowledge gained through various workshops, projects and industrial visits

Andhra University

Bachelor of Science (Computer Science)

Possess knowledge of Mathematics, Physics and Computer Science. Consists of various Programming Languages, Microsoft Office, Visual Basics, Mathematical Science and Physical Science

Board of Intermediate Education

Intermediate (Mathematics, Physics, Chemistry)

Possess knowledge of Mathematics, Physics and Chemistry. Consists of various chemical structures and fundamentals of physics, chemical science and Mathematics along with job oriented training knowledge throughout the academic period

Additional Skills and Achievements
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Languages

English, Hindi, Tamil, Urdu and Telugu

IT

Microsoft Office, Microsoft Outlook, Microsoft Visio, Project Management Tool, ERP System, SAP-HCM Functional & End-user, Internet Applications, C Programming Language, Application Software’s and Operating Systems etc.

Achievements

· Received National Cadet Corps B & C Certificates under the authority of Ministry of Defence (Indian Navy), BH. Number. : 06/172177/PO Cadet, Government of India (2006-2009)
· Participated in Sea Attachment Camp for Gun Shooting event in 3(A) Naval Unit-2007, Visakhapatnam
· Received Sea Sailing Expedition Certificate – 2008, Government of India, Ministry of Defence (Indian Navy)
· Participated in District Educational Science Fair with exhibition under the subthemes of “Environment Management” and “Transport & Communication” in the years 2003 and 2004, Visakhapatnam, India
· Received Merit Certificate for exhibiting model and organizing committee for Igniting Minds, India (P.G Seminars & Science Exhibition - 2010)
· Participated in GENIO FIESTA as Mr H.R. "The festival of Intellectuals" (National Level HR Management Meet, 2011), Organized by Human Resource Management Andhra University, India-2011
· I stood as an academic topper and secured first rank in the college, Masters in Human Resource Management Department, T.S.R & T.B.K PG College, Andhra University, India-2011
Miscellaneous

My professional strengths including: Training & Development, Recruitment & Selection, Induction & Orientation, Strategic and International Human Resource Management, Competency Management, Transportation & Logistics Management, Organizational Behaviour, Performance Management, Motivating and Counselling, HRIS, Purchase Process, Vendor Evaluation, Payroll Management, Overseas Payroll Management, Guest Management, Project Management, Manpower Supervision, Transfers & Posting Orders, Employee Engagement, Industrial Relations, Safety & Welfare, Statutory Compliances, Office Administration, Grievance Handling, Time Keeping Management, Termination & Resignation, MS Excel & Word Proficiency, SAP HCM Functional (Personnel Administration, Organization Management, Time Management and Payroll)
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Kare Anil Kumar (anilkumar.kare1988@gmail.com)
(India) 00919704567959;

