[image: image1.jpg]..' ) '
XGUlijbseeker_com Profile Score

FHelping you to searchi bestjobs & talent since 2002!

JOB APPLICATION — SCREENING FORM

cwNo [ /2998

PRELIMINARY INTERVIEW
Sunday 15/ o fors| ]2 42 P
Profession Focus ?-{—’/{ t’?\ v 7 l Vte’_

Industry Background M AA/U):J")"C TR //u[, / L{)/UJ J’—J/\)/\IC ,’ 1oL
Employment Status m/g;]\plo\/cd back in Home Country O Employed in Gulf [0 Job Less-Unemployed

Nationality 1“0‘1\‘ an Place of Birth / City of Origin Lorh kel bhov Pun e
Gender & Wale O Female Marital Status I Single @ Wzrried [ separated

Religion Wim D[’\k Birth date { DD-MON-YEAR) 419 /0(/138 %
Languages Mother Tongue l"\ q,mjj,‘a\ Other Languages C/""j Wﬁ'\'\ , H?'HC/U
Qualification / Education Mattey s In ?e/xgmﬂy,d 70Nagemen i (M/?M)

Gulf Experience | (/. Years O Months Total Experience 5 vears _ @ Months
Gulf Driving License 0 ves [E/No Do you have own car? 0 Yes B’No
Visa Status wsit O Employment O Dependent Visz Validity Date D \O ™ 011 Yoo\5~

Last Drawn Monthly Salary Cu»f&wﬂ yagmo / —1 Minimum Expected Salary Clm;?) VaNe. 6 /<

7 Level O Fresher S tive O Supervisory O Managerial
v
Mention your preferred location for future job? O UAEiijﬁuJbg A O Qatar [0 Saudi Arahia (I Bahrain 0 Oman O Kuwait

What is your arrival date in Gulf Country? | | / 03 /7,0 [; What is the reason for your Job Search? 2&#@‘{ ?fmfe E/fr

How much notice period you will need to join new position? [ Can Join Immediate 4 Week 1 Month 0 .

Do you have any kind of health condition which can hamper you to perform your duties? [D/Fll towork OO Yes___

Do you have any kind of outstanding loans / finance / credit card facilities to repay? 8 No [J Yes R

Do you have any kind of civil or criminal cases pending against you in any courts? E}/No O ves

your IT Skills or what software applications you can aperate comfortably. §A? HR WID{‘! z ’b’[lelﬁ —6
Baan solfware , Fouprv & Sayal soffare 4oy Payall paviessing 15 ixed
Poery poimt- & Trrfernol-

What are your professional talent / capabilities? Describe in detail. Il 0\%07{’\ ’7 }’)C{ ysol{ﬁo/ l-l R Jé Qd’»’) ;M WQ’/)@(;&L
) 2 o B 4
profile [?lee Pecxuitment , Jomings, Payor), wraining s PMS £ enit processes £Stddp]

Please write h

PCL Certificate Gulf Experience High Academic Scores - Mark Sheet 1 Worked 2+ yrs with employer ‘

Fitness Certificate Gulf / Intl Driving License Post Graduate & Above Education [ Promoted in Previous Job

IT Literacy Arabic Proficiency On Job Training Certificates | Awards or Appreciation 1
IELTS Proﬂcmr‘ucy Experience Verified

Bonus Score | +Gulf Score — | +Education Score 5 +Experience Score 2

Based on documents screened by our HR Assistants the candidate has achieved following score paints. Total Score Achieved 5
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RESUME

Summary:
I have total 9 + years of work experience in HR & Administration arena. During the course of my career,   I have received a good amount of exposure in various facets of HR & Administration related activities, encompassing areas like Recruitment, Time Office, Payroll, Statutory Compliances, Contract Labour, Infrastructure Management, Vendor Management, monitoring the SLA’s of Catering (cafeteria), Housekeeping and Security etc. I am looking forward to be an active contributor to the growth of company by leveraging my skills and expertise.
Education and Certification:
· MPM (Master in Personnel Management) from IBMR College, Pune, Year – 2009
· B.Com  from Pune University, Pune, Year – 2005
· H.S.C. from NMV Junior College, Pune, Year - 2000.
· S.S.C. from Shri Fattechand Vidyalay, Pune, Year - 1998
Professional Work Experience:
· Currently working as Asst. Manager – HR Mumbai from Oct 2014 – Till Date
· Worked as Asst. Manager – Personnel & Admin Pune from Oct 2013 – May 2014

· Worked as Executive – Admin in Pune from July 2011 – Oct 2013 

· Worked as Sr. Executive – HR in from Jan 2010 – July 2011

· Worked as Assistant – HR in Pune from Sept 2008 – July 2009
· Worked as Assistant - HR in Pune from Feb 2005 – Sept 2008
Expertise:

A. Human Resources:  
· Manpower Budget, Planning & Reconciliation
· Designing and Implementing New Policies
· Handling Recruitments
· Looking after New Joinee Formalities and conducting induction.
· Preparation of Offer letters, Appointment letters, Salary break up, promotion letters, 

And Increment letters.

· Handling Training & Development Activity
· Handling Employee Relation / Employee Engagement or Employee Care
· Handling Time Office Activity, Payroll & MIS
· Handling PMS Process
· Assisting in disciplinary action for late coming, absenteeism and misconduct.
· Dealing with Contractor’s, Contract Employees and their payments.
· Conducting Statutory Audits for Contractors 

· Handling factory welfare and safety activity
· Attend to queries raised by Factory Inspector / Labor Inspector
· Handling Statutory Compliances like PF, ESIC etc.

· Handling Exit Employees Formalities and Full & Final settlement
B. Administration:    
· General Administration: Processing Bills received for Payments. Supervising AMC (Annual maintenance contract) for Air Conditioners, Electrical Appliances, Fire Alarm Systems etc. also handling Vehicle Management.
· Vendor management: Developing and implementing key procurement strategies / purchase schedules from the vendors and ensuring alignment with organizational objectives. Selecting and developing vendors for meeting various facility requirements of the organization.

· Facilities Management: Supervising the security & housekeeping activities in the organization; ensuring availability of stationery and other essential items. 
· Infrastructure: Looking after the BMS (Building Management System), Maintenance, Modification, Plumbing, Carpentry work, Landscaping (Gardening), A.C and Electrical Equipment.
· Liaoning with the Govt bodies like MPCS, MSEB, Property Tax, Leave & License agreement, landlord / local authorities etc are my sole responsibilities.
· Responsible to done timely payment of govt. offices like Water bill, Light Bill etc.
· Taking care of 18 area offices across India for Statutory Compliance & Infrastructure issues.
Key Achievements:
· Received on spot award from Sr.GM HR for successfully completion of statutory compliances.
· Reduction in labor turnover ratio by motivating them.
· HR POLICIES internship project in Thermax.
Trainings Attended: 
· Fire and First Aid Training, Mock Drill Training

· Time Office  & leave management SAP Training

Tools Expertise: 
· MS-Office, PowerPoint, Internet

· SAP HR Module

· Baan ERP and Baan PDM & PLM Software

· FoxPro, oracle – HRMS, Attendance Management System (AMS),

· Attendance & Time Tracker software (AT & T)
· Saral Pay Pack – Payroll Software 

Languages Known: 
· English

· Hindi 
· Marathi
Hobbies: 
· Dancing

· Acting
· Listening to Music

· Playing outdoor games like Badminton & Cricket.
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