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jalandhar.381082@2freemail.com 
	Personal Data
DOB:25/02/1990
Gender: Male
Nationality: Indian
Visa Status: Visit 
Marital Status: Single
Languages Known: English, Hindi, Marathi and Telugu.
Hobbies: Reading, listening to music.
	Objective
To seek a responsible career in the field of Human Resource where I can utilize my skill and knowledge, which demand practical and endless creativity. Looking forward to add valuable experience and new direction and challenge in all areas of Human Resources by continuously using both theoretical and practical background in new areas.
Professional Summary
· A dynamic profession with 5+ years of experience in Human Resource & administration fields and various other departments. 
· Quick learner with leadership qualities to execute any task as a team member or individual
· Able planner and executes ideas in professional manner 
· Effective communication skills, skilled in office management techniques.
  Education
· Masters in Business management (MBA) from Telanagana University with 70% in the year 2015. 
· B.Tech from Jawaharlal Nehru Technical University with 57% in the year 2011.
· Senior Secondary School from Paramita Jr College with 90.4% in the year 2007.
· Secondary School Certificate from ZPSS high school with 88% in the year 2005.



Company Name       :              Star Gate Building Solutions LLC. DUBAI /Ecomaid 
Duration                   :              Feb 2018 to till date  (Currently working)

Designation               :              HR Assistant.

· ‎Ensuring the smooth day to day operations of the various HR functions and duties
· ‎Offering clerical and administrative support to subordinates in the human resources departments

· ‎Handling employee requests concerning human resources issues, rules, and regulations

· ‎Handling employee complaints and grievance

· ‎Coordinating with candidates to schedule interviews

· ‎Conducting orientation programs for newly hired employees
· Updating staff data into HRMS as well as physical files 
· Tracking all emirates IDs, Labor cards, insurance etc. 
· ‎Helping recruiters with sourcing candidates and updating the database

· ‎Compiling and updating employee records in the form of both, hard and soft copies

· ‎Providing relevant data such as absences, leaves, etc., for the purpose of payroll preparation

· ‎Coordinating, organizing and implementing various HR projects

· ‎Documenting processes and preparing reports relating to various personnel activities such as recruitment, staffing, training, performance evaluations, grievances, etc.
· Coordinating with camp supervisor for camp issues and fixing.
· Drivers management for daily activities.
· Supervising engineering team, technicians and mechanics for their daily scope. 
· Handling accommodation and transportation of staff related issues.



Company Name
:
AL SULAIMAN JEWELLERS W.L.L DOHA, QATAR.
Duration

:
March 2017 – Sep 2017(Short term Contract)
Designation

:
HR & Admin

Key Responsibilities
· To translate the annual brand plan for human capital and develop it into an annual plan for the business, working with Talent Acquisition to achieve the objectives
· Develop Job Description and Job Specification
· Source candidate by using data base, web portals & social media etc.
· To act as a strategic partner with the business in advising, coaching and mentoring management and the HR on people related issues
· Have an understanding of the business, in particular the sources of profit and the cost base to support with the implementation of HR strategies and practices
· Maintains the Organization structure by updating existing and required job positions
· To ensure that compliance of HR policy is maintained to review and strengthen business internal controls and procedures
· Maintain Human Resource file for all staff which includes personal, disciplinary and job-related data base
· Conduct induction training for all new comers
· Accommodation arrangements for all staff
· Coordinate with Departments and prepare Annual training schedule
· To manage Employee Relations issues within the business, supporting line managers to       create a culture of employee engagement based upon company values
· Finalize monthly leave / absent and monitor staff absenteeism
· Performance Appraisal, suggest on pay, other remuneration issues and benefits
· Ensure employee related legal documents are updated
· Renewal of all employment contracts
· Visa processing, RP expiry tracking & Exit permit arrangements etc.
· Finalize monthly attendance for payroll process
· To conduct the annual manpower and budgeting exercise accurately and efficiently. Create, obtain approval for and manage the HR department budget
· Conducting and analyzing exit interviews; recommending changes.
· Manage all employee related procurement
· Transport Management
· Office Administration and facility management
Company Name
:
SarvHr
Duration

              :
Jan 2015– March 2017
Designation

:
HR Executive.
INDUCTION:

· Coordinate new joining includes Orientation, Coordinating with various departments  

· Like System Administration, Finance, aligning employees with Reporting Manager.

· Assist employees in understanding Employee Manual and overall benefits and policies.

· JOINING FORMALITIES:

· Recruitment Process.

· Preparing and Issuing Offer Letters.

· Coordination with Dependencies (System Admin, Project Server Team, Corporate 

· Communications) for creating E-Mails and Allocation of the System and company ID for the newly joined.

· Making Induction of the new employees to make them aware of the organization     

· Policies, procedures, facilitating their interaction with different functional heads of the different departments.

· Ensuring Bank Account Opening.

· Issuance of Perks and ID cards to newly join employees as per company norms.

· Preparing Employee data.

· TRAINING & DEVELOPMENT:

· Support in the planning of annual training requirement for the company clients.

· Responsible to coordinate and consolidate internal training requirements, conduct 

· Training’s by coordinating with required personnel.

· Respond to the training requirements specific to customer/project

· Updating the Training Results/Skills set updating.

· PERFORMANCE MANAGEMENT:

· Performance tracking & Performance Appraisals.

· Preparing Confirmation letters, Extension letters,  Promotion letters,  Increment  letters.   

· Transfer letters and Issuance of the same to the employee.

· DATABASE MANAGEMENT:

· Issuing Employees IDs & Employees Ids entry in TAM machine.

· Maintaining all training data (Feedback, Attendance, Evaluation with ratings) 

· Managing Employee Master Data In Excel Sheet.

· Maintaining Personnel records of all employees.

· Day to day attendance generation.

· PAYROLL MANAGEMENT:

· Employee Master Entry, Confirmations, Increments, Attendance and Leave Records of  

· The Employees.

· Salary Processing, Authorization and Pay slip generation and issue to employees.

· Preparing Monthly Time Sheet.

· Increment arrear salary processing

· Over Time entries & Processing in Payroll

· Employee transfers.

· EXIT FORMALITIES:

· Issuing Reliving, Salary and Experience letters.

· Taking up Exit formalities such as No Dues Clearance, Deactivation of Emails, Access 

· card, Mobile, Sim card etc.

· Conducting Exit interviews.

· Preparing the Full  and  Final  Settlements  of  the  Exiting  employee

· Sending the settlement statement to the Accounts for Processing and cheque issue.

· PERSONNEL ADMINISTRATION:

· Maintenance of Leave records, Personnel records.

· Maintaining Housekeeping, Stationary, Vendor Payments.

· Maintenance of Vehicle, requisition control and distribution, Fuel allocation.

· Tickets and Hotel Booking for Employees and Guests.

· Maintenance of office equipment’s, fittings and cleaning.

· Implementation of rewards program's.

· GENERAL ACTIVITIES:

· Responsible to develop and use management information systems record, maintain, plan and manage the organizations human resources.

· Supported and responsible   for   developing   and   implementing   HR policies and procedures & Involved in Recruitment’s and Salary Negotiations

· Facilitating in   designing and implementing job analysis, job specification, job Description.

· HR Audit, Covering HR policies, Practices and processes.

· Employee confirmations.

· Maintaining the database of the birthdays and anniversaries of the employees and sending wishes & Regular interaction with the employees and maintain PR.
Company Name
:
Phoenix Motors PvtLtd. Hyderabad
Duration

:
Feb 2011- Aug 2013
Designation

:
Admin 

· Coordinate staff activities.

· Create, maintain and filing management information system (manual and computerized).

· Provide secretarial assistance to the management either emails or calls for clients and suppliers.

· Maintenance of Leave records, Personnel records.

· Photocopying and printing various documents, sometimes on behalf of other colleagues.
· Arranging meeting schedules and appointments for the management.
· Dealing with general calls and email queries.

· Letter writing and issuing the same either be for corporate or staff requirement.
· Maintaining Housekeeping, Stationary, Vendor Payments.

· Maintenance of Vehicle, requisition control and distribution, Fuel allocation.

· Tickets and Hotel Booking for Employees and Guests.

· Maintenance of office equipment’s, fittings and cleaning.

· Performs other duties as assigned if needed including the reception area, assisting guests 
SPECIAL SKILLS

Knowing Office Package: Microsoft Word, Excel, and Outlook Express, ASJ ERP,

                                               XEROX WORKCENTER 7545 

SIGNIFICANT ACCOMPLISHMENT IN SCHOOL & COLLEGE

· Attended One-day workshop on the value of communication.
· Done One-day visit to “V-3 Engineers Pvt. Ltd.” to learn the functioning of Corporate Human Resource Department.
· First Prize in Quiz & Debate competition in Higher Secondary School.
· Stood in Merit list in Business Studies in Masters.
PERSONEL INFORMATION

Date of Birth                                     :   25th Feb, 1990

Marital   Status                                :   Single

Sex                                                   :   Male

