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On Visit in Dubai
	


   EMPLOYMENT HISTORY


	Employer Name
	Period
	Designation Held

	Ramky Infrastructure Limited 
	From Jan 2012 till Present
	HR Generalist

	Phonographic Performance Limited
	From Nov 2008 till Dec 2011
	Licensing Officer 


	RESPONSIBILITIES/WORK HANDLED


· Presently I am working in Ramky Infrastructure Ltd as a HR Generalist since January 2012 to still to date.
JOB PROFILE

· Searching the candidate’s profile from Naukri portal as per man power requirement of projects, Conduct the preliminary interviews, screening the application forms and coordinating to Project Manger & General Manager

· Monitoring Staff & Coordinate Induction and training program for all employees.
· Joining formalities for new joiners.

· To establish new offices, guest houses for new projects
· To Maintaining Daily Attendance, Monthly Attendance & personal files of employees leave records and other statutory records.

· To Take care of statutory compliances under ESI (Only online posting), Labour licence etc.

· To send monthly MIS to corporate office.

· Handling Vehicle insurance, Telephone and electricity bill etc. 

· Verification of vehicle running, costing and maintenance.

· To maintain all the agreement and rental files.

· Assist in the development and maintenance of company systems.

· Housekeeping, Mess, pantry and stationary maintenance.

· To provide facilities of our clients as per agreements. 
· To make hotel and travel arrangement for VIP persons.

· Previously working in Phonographic Performance Ltd as a Licensing Officer since November 2008 to December 2011.
JOB PROFILE

The job involes is to check the ppl licence (Music Licence) of commercial establishment and if they are not having licence then i handle license issue procedure.

	 PROFESSIONAL/ACADEMIC QUALIFICATION


M.B.A (Yr.2010 passout)

Completed Master in year 2010 scoring 67% marks in 1st Attempt.

B.B.A (Yr.2007 passout)

Completed Graduation 12th in year 2007 scoring 52% marks in 1st Division and 1st Attempt.
	ACADEMIC PROJECT


· Title: Consumer Perception of Maruti Brand
· College: VMPCMS
· Company: Starline Cars Pvt Ltd   
· Duration: 1 month
· Project Profile: The basic objective of the project was to know the consumer perception of Maruti Brand in Ahmedabad. 
	TECHNICAL PROFICIENCY


Knowledge
: MS Office, MS Excel, Internet Application.
	MORE ABOUT ME


Date of Birth

: 18 Feb 1985
Languages known
: English, Hindi, Gujarati
Marital Status

: Single        
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