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	Career Objective
	To Work in a dynamic environment that provides me a wide spectrum of experience and exposure. To bring a dynamic and versatile portfolio of skills at work place and to serve the organization with positive attitude and efficiency.

	
	

	
	

	Educational Qualification
	· Passed SSC (10th) from CBSE Board in 2007.

· Passed Intermediate (10+2) from CBSE Board during the year 2007-2010.

· BBA- Bachelor of Business Administration   from Sikkim Manipal Institute of Technology (SMIT) during the period 2011-2013.(Distance Education)

· Diploma in Computer Application   from Micro Information Technology (MIT) Ranipool Bazar,East Sikkim during the period 2012-2013.

· One Years Online Certificate Course from Institute of Business Management (IIBM) Near Era Mall, Delhi Road, Meerut-02 (UP) during the period 2014-2015.

· Specialization: Human Resource Management, Banking & Financial Service Management.

 

	
	

	Article ship Experience

Article ship Experience


	1. Name of the Organization: BM United Service Co-Operative Society Ltd.(Manpower Supply for Payroll Bases)

      Present Designation: Account Assistant.

      Duration: Dec.2012 to March 2016.
Responsibilities include 
· Responsible for maintaining the Muster Roll.
· Responsible for the circulation of daily Absenteeism and Reports.

· Responsible for the personal files of the employee on CW& those employees who have Left the services
· Responsible for issuing Service Certificate & Relieving Letters to the employees.

· Online preparation & submission of Monthly PF Challen & Returns.

· Prepare PF Annual Returns, Withdrawal cases & Transfer cases.

· To prepare the monthly bills of casual worker and ESIC.

· To conduct interview for Contractor Workers.

· Opening Bank Account of new joining employee.
· Responsible for the generation & distribution of Pay slip.

· Responsible for maintenance of statutory registers and records.
· Responsible for online generation UAN for EPF.

· Responsible for online mapping UAN for EPF.

· Responsible for online generation IP Number for ESIC.

· Responsible for online mapping IP Number for ESIC.

· Responsible for online generation challen EPF, ESIC & Service Tax and payment through Net Banking.

· Responsible for online e-tenders.

 Responsibilities includes:
· To keep the track of P.F. Monthly Returns, P.F Challen, Annual Returns, Transfer cases, Withdrawal cases of all eligible employees.
· Prepared P.F Annual Return, Half Yearly Return.
· Prepared online Service Tax Annual Return, Half Yearly Return.

· Prepared Balance Sheet Yearly for Audit & handling aduit.

· Prepared Full & Final Settlement of Employee in worker categories.
· Prepare Salary Wages and also Calculations of Bonus Disbursement.
· To keep up to date all personal files of Employee who newly joined.

· Prepared Master Appraisal Sheet (Annual Increment).
· Co-ordinate with placement agencies for obtaining Bio-data’s of respective candidate as per Company’s requirements.
· To keep Job Responsibilities of each and every employee ready and to provide whenever is required.

· Prepared Master Laser Book.
· Prepared Master Cash Voucher.
· Responsible for cash handling.


	
	

	Extracurricular Activities
	· HR policies implementation.

	
	

	computer Proficiency
	· Working knowledge regarding application package MS Office, internet surfing, Outlook, Java, Windows OS, Power Point, MS Excel, MS Access, Tally 9.0 etc.

	
	

	Personal Details
	· Date of Birth: 

17th Dec. 1988
· Father Occupation:
Farmer
· Languages known: 
English, Hindi ,Nepali


	 Key skills
	EPF, ESIC, Service tax e-tenders tally.
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