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RESUME
SUHAIL
Email: suhail.347188@2freemail.com 
Objectives:Dedicated professional with bachelor’s degree searching for a challenging HR officer/ HR executive position with Co. that will allow the use and growth of administrative skills, interpersonal abilities and career advancement.
Work Experience: 

· Working as -HR Officer ETCO Denim Pvt. Ltd Vijayapur 27.07.2014 to date. 
Working Area & Detailed Information:-
Recruitment Process: -

· Recruitment of all levels of employees, (Workmen, Supervisor, Manager) pre-employment assessment.

· Sourcing candidates through websites, consultancy, internal sourcing, walk-in interviews, conducting campus sources, etc   

· Selection criteria like through screening the profiles as per JD, and executing with department HOD’s, and final selection committee. 

· Co-ordination with consultant and recruiting the candidate within the time frame.   

· Managing the implementation of HR policies for manpower planning, recruitment, selection, induction, orientation for new employees in the organisation.

· Confirmation of Employees after Probation/Training period.

· Employee Separation Formalities (Resignation, Exit interviews, Retirement & Termination) and Preparation of full and final settlement statements.

· Maintain H.R. related records on monthly / yearly basis i.e. Employee Data Base, Leave Records for Regular / Contractor employees, Increment Detail, and Leave without pay records 
· Planning of manpower department wise.

· Month wise manpower reporting to the HODs and concern.

· At the time of joining detailed information for PF, ESI, Gratuity, and also for maintaining 
Personnel & Salary Administration Functions: -

· Co-ordination with all departments, sub-divisions by maintaining good interpersonal relations.

· Maintenance of personal Records of Workmen, Supervisor, and Manager. 

· Joining formalities and compliances of new entrants.

· Arranging & coordinating there job learning activities and safety awareness while on job.

· Individual employees calculating their attendance, leaves, and preparation of salary & wage, Exit Interview, full and final settlements, Retaining the employee. 

· Annual leave calculation & arranging leave encashment.

· Calculation of over time payment & Voucher payment. 

· Coordinating plant level safety and security matters.

· Preparation of monthly challan through online P.F. & E.S.I.  

· Half Yearly /Yearly Return. (E.P.F. & E.S.I. form 5)

· Preparation of Bonus Register (Form-C).

· Personnel Management activities such as Time Office Management, Payroll, Statutory compliance.

· Engagement of Contract Labours in the organization and registering with Inspector of Factories.

· Controlling system of House Keeping, Security, Pantry and Transport etc.

· Personnel files.   
Responsibilities:
· Recruitment process for all levels. 

· Grievances Handling, Disciplinary actions, Domestic Enquiry.

· Statutory compliance under various Act & Rules.

· Liaison with Govt. officials PF, ESI, Factories Inspector.    

· Generating Management Information Systems- (MIS)

· Monthly Manpower regarding the new joiners and separated employees.

· Manpower description department wise.

· Welfare activities Canteen management, First aid training, Health settings, House keeping

· Verification of Contract Laborers records, files and ensuring PF & ESIC deductions of contract laborers.

· Maintaining contractors Muster Register, Wage Register, Form no 1, 4, 5, 12, O.T, Advance Register, Fines Register, and Wage slip, Employment card.
Education Qualification:



· Pursuing MBA-HR from Algappa University.

· BCA from Rani Channamma University.

· Ms-Dos, M.S-Word, MS-Excel, MS-PowerPoint.

· MCSE (Microsoft Certified System Engineer) from Netsys Technologies.

PERSONAL DETAILS

Date of Birth        
13 April 1992.

Gender


Male.

Marital Status

 Married
Interests


Cricket, & Computer Gaming. 

