 
MOHIT  
MOHIT.373310@2freemail.com 
 SKILL PROFILE  
· Adept at developing and maintaining detailed administrative and procedural processes that reduce redundancy, improve accuracy and efficiency, and achieve organizational objectives.
· Highly focused and result-oriented in supporting complex, deadline-driven operations, prioritizing tasks, working under pressure; ability to identify goals and methods and to resolve issues in initial stages

· Ability to work independently and as part of a team; good organizational skills; ability to maintain positive relations with staff and customers, Hard working. 

· Proficient in computers with typing speed of 40 words per minutes; Oracle,MS ,internet and e-mail
CAREER Objective  

To work on the challenging post in the organization, I can utilize and strengthen my skill and take the organization to newer heights.
Current Job Profile
Working with Simplex Infrastructure Limited (Dubai) as a Time keeper last one year till 
Functional Scope
•   Statutory Compliances.
•   Time office Management at site 

•   Security
Statutory Compliances
•   To implement & maintain all records/registers of workmen under the Contract 

     Labour act.
•   Employment card issue registers.
•   Muster roll registers.   
•   Register of Wages.   
•   Register of fines.
•   Register of Deduction, Damage /loss.
•   Register of Advances.
•   Register of Accident.
•   Register of sub-Contractors.
•   Wages Slip issuance.
•   WC policy & CAR policy
•   Preparation of daily manpower report and send to RO.
•   Proper checking of driving license of driver’s/operators at Site.

•   Stationery arrangement at site.
•   The timely registration/renewal of company‘s vehicle RTO document. & arrangement of labor    license/renewal.
•   To maintain office equipment’s & furniture.
•   Cleanness & housekeeping of site office & labourcamp.
•   Proper display of Notice Board.
Time office Management at Site
· Time management of permanent Employees & out Sources Employees.

· To maintain & update records, Leave, Joining, Timekeeping, Absent, present & overtime.

Welfare
•   To maintain labourcamp with basic amenities like housekeeping cleanness & pest control.
•   To provide the crèche facility.

•   Arrangement of drinking water, canteen & toilets for worker.
•   Transport arrangement for odd hours working at site.

•   Provide common cooking area in labourcamp.

•   Testing of bore well water, regular cleaning of water tank
Security
•   Allocation of adequate security guards and supervisor as per requirement.

•   Supervision of security personnel deployed at Site.

•   Surprise checking after office hours.

•   Proper control over all entries and Exit.

•   To ensure the proper entry of all visitors

•   Duty verification.

Liasioning with Local Govt. Authorities
•   Local Administration.
•   Local Police Station.
•   Labour Commissioner department.
•   Nearby Hospital.
•   Pollution Board Office.
•   Local Transport Authority.
Brief Profile
· Total Experience                 :  2 Year.   

· Current Employee               :  Simplex Infrastructure Limited.(Dubai)
· Current Designation            :  Time keeper
Current EXPERIENCE
· Designation                        :   Time keeper.
· Company                            :  Simplex Infrastructure Limited. (Dubai)
· Project                                :  Damac Akoya Oxygen Villa project, Al Naboodah Labour 

                                              Accommodation project and DEWA substation project, Dubai.
· Period                                 :  From 14th December 2016 to till date. 
Educational Qualification
· Intermediate                                       :  From Allahabad board Board in 2012.
· High School                                       :  From Allahabad board Board in 2010.
TECHNICAL PROFICIENCY
· OPERATING SYSTEM           :  ORACLE ,Microsoft Office, Proficient in computer & Internet applications.
 PERSONAL POTENTIAL
· Good Communication & ability to work in any circumstances.

· Ability to work independently 

· Always optimistic & honest with my job.

· Hardworking, devoted & self-motivated.

PERSONAL INFORMATION
Date of Birth                                                          :     15/06/1996                                                                                                         
Nationality 



         :     Indian


Marital Status


                        : 
 Unmarried. 

Language Known 


        :     Hindi, English,
Hobbies                                                            :      Reading’s books & watching news.
I hereby declare that all the particulars stated in this CV are true to the best of my knowledge and belief.
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