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CURRICULUM VITAE

NIXON 

E-Mail: NIXON.135891@2freemail.com 


Aspiring for promising and motivating career in an industry wherein my skills and knowledge would be assets. Want to be part of an organization that provides an opportunity to improve upon existing skills and acquire new related skills to stay relevant in the industry.


ACADEMIC QUALIFICATION:

· M.Com  in Accounts from Manasa Gangotri Open University- Correspondence- Persuing.

· B. Com in Banking, Income Tax, from St. Philomenas degree College, Mysore University Mysore  in the year 2008.

· P.U.C II Commerce in Accountancy, Business studies, Economics, Computer Science from Pre- University Education Karnataka in the year 2005.

· S.S.L.C from Karnataka Secondary Education Examination Board in the year 2003.


PROFESSIONAL EXPERIENCE:

· Worked for Spandana Spoorthy Finance Ltd- Hyderabad as Internal Auditor- from (05.06.2008 to 10.12.2010)

· Job Profile: Auditing Cash Book Tally, Field Visit, Approval Of loans.
· Currently Working for Chowgule Industries Pvt Ltd- Goa-Maruti Suzuki Dealer As Sr. Human Resource Executive from 20.12.2010 to 30.04.2016
· Job Profile:  

· HR & Administration.

· Recruitment: 

· Carrying out recruitment across the level for the location.

· Scheduling Interviews

· Screening, Short listing and Sourcing of Profiles

· Induction & Joining Formalities: 

· Conduct induction programme, for the new joinees.

· Complete the joining formalities i.e. Collect the required documents, creation of login id & MSPIN, introduction to respective department Heads.

· Training & Development

· Co-ordinate with HOD’s and Internal Trainer for carrying out training for Sales & Service employees 

· Keeping  a track record of various trainings attended by the employees as per MSIL norms.
· Assisting internal trainer for Preparing Training Calendar for the location.
            Employee Relations/Grievances:

·  Handling Grievances of Employees

·  Industrial Relations 

·  Counseling the employees

· Organizing cultural events & activities for Employees during festivals

· MIS Reports:

·   Preparing Sales Manpower Report, Star Performer Report as per MSIL norms 

· Training Status, 

· Others:

· Attendance

· Pay roll : 

· Updation in DMS :

· ESIC/EPF/ LWF

· Preparing full & final Settlement of left employees, after completing clearance formalities.

· Preparing Appointment, Probation, Confirmation, Increment & Promotion letters.

· Carrying out performance appraisals of the employees.

· Obtaining Licence from Pollution control board/ Factories & boilers/ Village Panchayat (if office is not under municipality).

· Renewing Shops & Establishment certificates for all the locations through labour Commissioner. 

· Renewing Trade Licence & Sign Board Tax every financial year.

COMPUTER KNOWLEDGE:

· MS- Office/excel.

· Internet.

· Hindi.

· English

· Kannada.

· Malayalam.

· Konkani.

· Tamil

· Coorgi

· Telgu


HOBBIES:

· Listening Music.

· Playing Cricket.


STRENGTH:

· Quick Learner.

· Team Player.

· Smart Worker.

· Communication Skills.

· Positive Attitude.


ACHIEVEMENTS: 

· Rastrapati Award From Abdul Kalam- President Of India - 2003 in Scouts.

· Rajya Purskar from Governor of Karnataka- 2002 in scouts.


PERSONAL PROFILE:

· Name

       : Nixon D’Souza.

· Date of Birth          : 09 December, 1987.

· Gender                    : Male.

· Martial Status         : Single.

· Nationality             : Indian.


DECLARATION:

I hereby declare that all the information provided above is correct to the best of my knowledge.

Thanking You,                                                       

                                                                                                                Yours faithfully,

Date:
 

Place:                    





   

         CAREER OBJECTIVES:























LINGUISTIC PROFICIENCY:            









































