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Sr. HR Executive – 2 Years of Experience in HR & Management
MBA- Human Resources & Management
Career Objectives:
· Seeking a important and challenging role in an organization where I can attract with new people and show my abilities. 
· Willingness to learn and work hard towards the company’s goals. 
· Keen to purse a challenging career in the industry, where it gives me the chance to apply my Knowledge, acquire new skills and work closely with a team of highly experienced professionals. 
Professional Experience:
1) Modular Concepts Electro Mechanical LLC ( Dubai ). 
Designation: Sr. HR Executive Tenure: 17th May 2015 - till date 
· Legal Compliance: 
· Monthly Payroll preparation HR easy software. 
· Review time cards for accuracy and resolve any inaccuracies with supervisors. 
· Enter employee hours worked into the system. 
· Responded to inquiries from employees and regarding payroll matters 
· Calculate and issues manual check. 
· Track employee vacation time with eligibility date. 
· Reporting to PRO regarding the visa renewal, labor card renewal and passport renewal. 
· Providing the documents to PRO required for visa renewal purpose. 
· Providing the detail to accounts department releasing the salaries as per WPS file. 
· Giving the information to supervisor regarding the salary deposited and inform to worker. 
· Handling cash and making a submittal of each to report a manager. 
· Once probation period over make appraisal letter for employees. 

· Recruitment: 
· Posting of the new vacancies on our company website and other job portals. Also associating with consultant. 
· Conducting the preliminary round of interview of the applicants. 
· As per company policy, we have to give complete job description of the relevant position to the shortlisted candidate and also have to brief them about HR and Corporate policies of the organization before sending the candidate to the CEO for final round of the interview. 
· To assist CEO in the final round of interview for the shortlisted candidate and make a note of the points discussed in the interview. 
· To complete the joining formalities of the appointed candidate. 
· Employee relation: 
· Opening salary account of employees. 
· Conduct orientation program to new employees. 
· Solving a problem related salary issues. 
· Prepare salary certificate and employee experience certificate for applying a loan or credit card from bank to employees. 
· Generating salary slip. 
· Employee engagement activity. 
2) Steel Peckers Pvt Ltd ( India – Ankleshwar, Gujarat). 
Designation: Jr.HR executive 
Tenure: 13th June 2014 to 31st March 2015 (Experience - 10 months) 
· Legal Compliance: 
· Responsible for high volume payroll with multi-state and garnishments. 
· Responsible for all accounting aspects of the payroll functions from processing the semimonthly payroll to calculating pay, distributing pay, depositing withheld taxes, reconciling and reporting taxes and maintains records. 
· Utilized windows-based payroll and HR system to generate payroll. 
· Coordinated with department to insure all employees are paid accuracy and on time. 
· Completed employment verifications as requested. 
· Processed all in-house payrolls for 100+ employees 
· Recruitment: 
· Handling walk in & arranging interview of clients. 
· Understanding the requirement of candidates and accordingly offering of relevant courses. 
· End to end recruitment like sourcing, staffing scoping and on boarding candidates. 
· Screening the candidates sourced through different job portals. 
· Preparing requisition gathering template and sending it to corresponding sourcing lead to initiate the sourcing 
· Shortlisting the profiles sourced and sending it to the respective hiring managers. 
· Conduct HR round for the selected candidates and negotiating salaries on company standards. 
· Once candidate agree with terms and condition issues offer letter and training under specific manager. 
· Employee relation: 
· Provide advice and guidance to management regarding employee relation issues. 
· Solving a problem through calls and e-mails. 
· Suggest ways in which to improve employee satisfaction and assist management with constructive criticism way. 
· Maintaining a database of present and ex- employees and field officers. 
· Employee engagement activity. 
· Conduct orientation program to new employee. 
3) Larsen & Toubro Ltd – ECC division ( India – Dahej, Gujarat). 
Designation: Jr.HR Executive 
Tenure: 3rd December 2013 to 30th May 2014 ( Experience – 6 months) 
· Legal Compliance: 
· Enrollment of the employee ESI & provident fund and keeping track of the same for all the employment. 
· Responsibility of monthly end to end payroll processing including verification of input and output. 
· Co-ordinate with various department to obtain timely new joiner, resign, status changes information every month, check for discrepancies & ensure timely correct disbursement of salary to each of the outsourced employee. 
· Preparing payment report bank upload (Salary format upload). 
· Prepare reconciliation salary pay head wise gross salary and net salary part to previous month to current month salary register and Tax register. 
· Maintaining the sales and purchase register for the purpose of TDS and service tax. 
· Preparing reports for the payment of statutory dues including TDS, Prof.Tax, provident fund, ESIC etc. 
· Prepare manually tax register as well as systematic for cross check TDS calculation for current month. 
· Recruitment: 
· Job description. 
· Identify the competencies required. 
· Interview the candidate. 
· If, Selected complete the documentations. 
Professional Qualification:
1) MBA (Human resources & Management)- ( pass out year August -2013) University: Gujarat Technology University- 
2) B.Com (Auditing & Finance)- (pass out year April -2011) University: South Gujarat University 
3) 10th & 12th from Gujarat Secondary & Higher Secondary Education Board 
Personal Information :
Nationality: Indian
Date of Birth: 03/08/1990
Gender: Male
Marital Status: Single
Language Known: Mother Tongue – Malayalam
Other Language: English, Hindi & Gujarati
I hereby declare that the forgoing information is correct to best of my knowledge and nothing has been concealed.
