SUDHIR 
E-mail: sudhir.58225@2freemail.com 

OBJECTIVE


To seek a suitable position in Human Resource Department

EDUCATION

Graduate in Bachelor of Commerce
Mumbai University

 


1997 – 2000
Maharashtra, India
Articleship in Chartered Accountancy

Institute of Chartered Accountants of India, Mumbai
2000 - 2003

Maharashtra, India

WORK EXPERIENCE

· HR Executive 

Max Fashion (Landmark Group, Dubai) (September 04– present)
Landmark Group has different concepts which include Splash, Baby shop, Home Center, Shoe Mart, Lifestyle, Max and E-max. Max is a retail giant in Middle East with branches in UAE, Saudi Arabia, Kuwait, Qatar, Oman, Bahrain, Jordan and India, with more than 500 employees in UAE. Max includes Menswear, Ladieswear, Childrenswear, Shoes, Household items and Accessories.
Duties & Responsibilities: 
· Recruitment 
· Preparing offer letters, induction of new joinee, training, maintaining employee database in Oracle HRMS
· Doing performance appraisals & conducting exit interview
· Supporting the payroll activity, store visit pertaining to HR audit check
· Maintains the leave details of employees
· Ticketing
· Arranging for the medicals of the employees
· Custody of passport
· Visa processing
· Cancellation process
· Dealing in legal formalities
· Arranging for permissions with Municipalities for sale, GV promotion etc.
· PR related Activity
· Accountant
Time Retail (Times of India Group) (September, 2000 – August 2004)

Times Retail is a Division of Times of India
Planet M (Times Group) is the biggest music outlet in India, with branches all over India 

Duties & Responsibilities:
· Maintaining Accounts of the outlets

· Auditing
· Customer Support
· Recruitment
· Training of Staff
· Handling the Store
· Reporting to Area Manager
· Accountant
MR Enterprises (Japanese Shipping Company)(1997 - 2000)

The company is a shipping company which is a subsidiary of Japanese Radio Company and has branches all over India
Duties & Responsibilities:
· Maintaining Accounts
· Recruitment
· Training of Staff
IT SKILLS


MS Office, Tally and Internet operations,
LANGUAGES KNOWN


English, Hindi, Malayalam, Marathi, Arabic (Basic)

PERSONAL DATA

Date of Birth:

September 21, 1974

Nationality:

Indian

Gender: 

Male

Civil Status: 

Single

Height:


5’7”
I hereby certify that the above mentioned information are true and to the best of my knowledge.

________________

                                                                                  SUDHIR 
