[image: image2.jpg]


Niral 
0504753686 Niral-402914@gulfjobseeker.com 
[image: image3.png]



CAREEROBJECTIVE

To develop my competencies and grow as an HR Professional in an organization that would provide opportunity for taking up challenges and utilizing my Payroll maintaining skills to the fullest.


WORKEXPERIENCE

RLS Consulting (February 2019 – September 2021)

One of most Professional in the field of Labour Laws, running his own Consulting firm since last 45 years in Mumbai. Job profile - Payroll Executive & Office Administrative Assistant

Payroll Management for more than 15 companies

· Salary calculation
· Data entry in payroll software
· Processing the statutory payroll expense for companies in coordination with accounts and HR department
· Tracking of attendance through muster cards
· Leave Management
· Preparation of CTC package
· Employee’s KYC and E-nomination Process
· Employee’s PF Claim processing
· Employee’s Tic card
Employee Services

· Joining formalities for all new Joiners
· Maintaining files employee wise
· Leave & attendance management
· Incentive & overtime calculations.
· Relationship building with employees which is the most important role of Human Resources management & professional.
· Exit formalities
· Full & final settlement of exit employee
· Leave management.
Co – Ordination with PF and ESIC Department

· Co-ordination with clerk, head clerk and account officers of group for company’s affairs as well as for employees claims details in PF department.
· Co-ordination with clerk and local office / branch office manager for company’s affairs as well as for employee’s
ESIC card details ( Insurance cards)

M/s. P. M. Patel & Co.

Assistant (Jan 2016 to January 2019)

· Prepared survey reports for various clients in the field of General Insurance in departments of Fire, Marine Cargo & Miscellaneous.
· Prepared survey inspection & loss assessment reports for flood claims.
· Office administrative work.

ACADEMICQUALIFICATION

	Year
	Qualification
	Institute

	
	
	

	2017
	Master of Commerce (Mumbai University)
	K.E.S Shroff College, Kandivali (West)

	
	
	


	2014
	Bachelor of Commerce (Mumbai University)
	Balbharti College, Kandivali (West)

	
	
	

	2011
	Higher Secondary Section Education in field of
	S.N.D.T Malad (West)

	
	Commerce (Mumbai University)
	

	
	
	

	2009
	Secondary School Certificate (Maharashtra
	Sardar Vallabhbhai Patel Vidyalaya, Dahisar

	
	Board)
	(East)

	
	
	


Extra Curricular Activities.

· Attended labour law seminars with Mr. Ramesh L. Soni (Lecturer) for different organizations.
· Managing backend work for live seminars
· Cleared the assessment for the role of Business Correspondent & Business facilitator conforming to National Skill Qualifications Framework Level-3.
· Secured ‘A’ grade in Certificate Course in Computer Technology.
· Participant at Vishwa Hindu Parishad - Shrimad Ramayana Examinations two years in a row.
· Secured ‘A’ grade in Bal Jyot Scholarship Examination by NIIT
· Participant at Gandhi Vichar Prachar Pariksha
· Have won medals year on year at School’s Annual Sports Event.
· Have cleared the Elementary and Intermediate Drawing Grade Examinations.
Personal Information:

Nationality Indian

Date of Birth - 19th January 1993
Marital Status: Married

Languages Known - English, Hindi, Marathi and Gujarati

Hobbies / Interests - Cooking, drawing, adventure sports

Visa Status: UAE Visit Visa Valid till 28 June 2022
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HR CONSULTANT WhatsApp +971504753686 / +971505657275

Human Resource, Management, Market Research & IT Consultancy.
Web Portal | Public Networking Service | Digital Marketing | Web Design

Job Posting | Recruitment | Website Design | Digital &-Marketing | 150 Certification
OV Writing | CV Distribution | CV Highlight | Video CV | Certificate Attestation | Visit Visa

International
Organization for
Standardization

www.Fimcuae.com

We can help generate Business Enauiries  We can help you get 5O Certfication
for your company Services & Products. Mansgement Consulting Services
Zero Advance Fezs Experts from your Industry avaiable
Pay our commission once you receive your  Consulfation on Implementing Systems
payments from leads generated by us.  Assistance on Expired Certficates Avaleble

Impression Management Constltancy _ First Impression Professional Services.
Post Box No 44062, Dubal Office No 203, Shree Balaj Heights, C.G. Road,
United Arab Emirates. Ahmedabad, Gujarat, India





