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CAREER OBJECTIVE

With an indomitable quest for knowledge & experience I strive to perform all my duties& responsibilities to the best of my knowledge & skills. To be at a challenging atmosphere where I get opportunity to achieve excellence in everything I do by hardwork,determination & good planning
PROFESSIONAL CREDENTIALS
1. VISION UNLIMITED CONSULTANTS, BHOPAL
Designation: HR Recruiter


 Nov 10 2013 to Aug 10 2014
Work Profile: Full Execution of the recruitment process (including job posting, phone interviewing, job interviewing, regular communication with candidates) including the recruitment administration.
Administer job interviewing schedules for all job vacancies.
Manages posting of job vacancies at the best performing recruitment channels.
To develop pool of Internal & External talent.
Using Candidate database to match the right person to the clients vacancy.
Briefing the candidate about the responsibilities, salary & benefits of the job in question.
2. ADHI INDIA PVT LTD, PUNE
Designation: HR Executive
 July 12 2013 to Oct 31 2013
Work Profile: 
Recruitment:

Sourcing resumes ( Browsing, Contacts, References etc)

Handling the selection procedure like screening, scheduling & conducting Interview.

Issuing Offer & Appointment Letter to the selected candidates.

Documentation of the new joinees.

Time Office Functions:

Day to Day Attendance checking on Muster & Biometric of all Adhi-India Centers.

Maintaining Leave cards.

Checking & maintaining of overtime & late comers, Absenteeism reports of employees.

Pay Roll Processing:


Opening salary accounts of new joinees 

Consolidation of payroll with all inputs like collection of attendance, leaves, new hires.

Salary statement generation & coordinating with bank for disbursing the salary. 

Employee pay slips generation & distribution.

Other HR Activities:

Issuing show cause notices, warning letters, termination letters to the concerned staff & asking for their explanation.

Conducting exit interviews, relieving procedures & employee co-ordination. 

Handling general administrative areas like housekeeping.

Employee Relations:

Resolving OT issues among technicians &operating staff in a prompt manner. Handling their grievances.

Addressing employee queries regarding payroll, attendance, HR policies, Leave details etc.

Employee Benefits: organizing events to keep employees motivated & engaged, Salary advances, Employee’s Birthday celebrations etc. 

EDUCATIONAL QUALIFICATIONS

Master of Personnel Management (MPM)
58%
Sinhgad Business School, Pune

University of Pune 2012

Post Graduate Diploma in Management (PGDM)- Finance
59%
Sinhgad Business School, Pune 2012
Bachelor of Science (B.Sc)- Biotechnology 
67%
Barkatullah University, 2010
H.S.C 10th 
64%

CBSC 2006
S.S.C 10th 

72%

CBSC 2004

OTHER ACCOMPLISHMENT
Completed training in Payroll Processing from The Academy of Accounting Professionals (TAAP), Pune Maharashtra from 30 November 2014-15 February 2015.

The training exposed me in understanding the compensation & payroll structure , TDS Filing ,working on excel sheets, form 16 and other such applications that are followed in the organization.

Have also hands on experience on Tally ERP 9.

M.B.A PROJECT/SUMMER INTERNSHIP

TO STUDY JOB SATISFACTION LEVEL OF EMPLOYEES
St. Laurn Business Hotel, Koregaon Park Pune  [June 2011 – July 2011]
The scope of study covers in-depth the various welfare measures provided by St. Laurn to their employees under whom I included statutory & non statutory measures like work environment, working hours, level of training other facilities that help to increase the level of satisfaction of employees.

PERSONAL DETAILS

Date of Birth

:
26-02-1988
Sex


:
Male
Marital Status
:
Married

Languages known
:
English, Hindi, Urdu.
