Gulfjobseeker - Executive Level CV No – 111906
To get contact details of this candidate Pay Online

Copy & Paste this link in your web browser.

https://www.2checkout.com/checkout/purchase?sid=136427&quantity=1&product_id=323 

Or Call +97150-5905010 / +97150-4753686
CURRICULUM VITAE
[image: image1.emf] 

Job Objective: To establish myself in field of Human Resources by being a part of a growth  oriented and dynamic organization where my skills and knowledge  can be shared & enriched.      


Professional Experience 

AUTOMOBILES, GAYA-BIHAR                                15th Sept 2013 to Till date

Designated as:  HR Assistant                                                                                    
KEY AREAS OF EXPOSURE 

HR Operations and Reports

· Leave and attendance management 

· Preparation and analysis of Absenteeism Report

· Handling Employee Database (Both in Soft Form and Files Management)
· Helping & coordinating with Sr. HR Executive  in Performance Appraisal process
· Ensure timely completion of Exit formalities, salary pending cases & new joinees formalities for the region.

Recruitment:

· Identified viable candidates from various sources: Databases, Job portals, Contact lists, Personal networking. 

· Provided information on company profile, operations and job opportunities to potential applicants.

· Conducted interviews to evaluate the knowledge, skills & abilities of qualified applicants and directly selected or referred to Hiring managers for further interviews.

· Negotiating & finding the salary limit of the prospective candidate.

Induction, Orientation and Placement 
· Orientation program for New Joinees introduced Mentor-Mentee model of orientation.

· New Joinee HR Sessions.
· Taking exit interviews to allocate better HRM in organization.

· Monitoring full & final settlement & termination steps to complete separation formalities.

PROFESSIONAL & EDUCATIONAL CREDENTIALS
· 2011 – 2013 : Master in Human Resource Management (MHRM-Fulltime) with 1st class from Lalit Narayan Mishra Institute (LNMI), Patna. 
· 2007 – 2010 : Bachelor of  Business Administration (BBA-  Full Time) with 1st class from Shiva Institute of Management Studies (SIMS),  Ghaziabad.

· 2005 –  2007  : Intermediate with 2nd  class from Mirza Ghalib College, Gaya

· 2005 : Matriculation from C.B.S.E with 1st  class.

PROJECT PROFILE

· Name of Organization: PODDAR HYUNDAI
· Project Title: Performance Appraisal System In Poddar Hyudai, (corporate office-  GAYA)

· Duration: One month.
· Role and Responsibilities: Designing the KPI (key Performance Indicators) of each employee in coordination with HR team.
COMPUTER PROFICIENCY

MS Office (Word, Excel, PowerPoint & Outlook), Windows 2007/ XP/ Vista

PERSONAL DETAILS

Date Of Birth                         16th May 1990
Languages known                 Fluent in Hindi , English and Urdu

Nationality                              Indian

Marital Status                         Single

Present Address                    (SHARJAH- UAE)      

Declaration

I solemnly declare that the above furnished particulars are true to the best of my knowledge and conscience.
Date:                                                                                                                     

Place: 
