CURRICULUM VITAE

ANIL
ANIL.266432@2freemail.com  
Objective:

With over 20 years of experience in Personnel & Administration and Documentation as per ISO 9001:2000 of Large Scale Construction Company, seeking assignments in HR/P&A. To accept, handle & manage a challenging   career in Personnel & Administration department and to achieve the organization’s goal by effectively using my Conceptual Skill, knowledge and Experience. Seeking a challenging position in your organization, this encourages growth and leadership opportunities while utilizing innovative abilities and interpersonal skills, consequently increasing my potential to give my best to the work.

Personal Skills:

· Excellent verbal and written communication skills, Comprehensive problem solving abilities, willingness to learn, team facilitator.

Academic and Professional Qualification:

· Passed in Software Application in 1997 from TULEC, Patna
· Passed Graduate (Correspondence) in 2010-13 from Monad University, U.P.
Work Experience (20 Years)
Now working in M/s. Simplex Infrastructures Limited as a Asst. Manager Constructing of Civil, Structural, Architectural and Township work for Construction of 1620 No. Apartments of various types including Sports Complex, Community Centre, 52 Nos. Booths, Sports Facilities with External Development with maintenance for 10 years etc. in Sector-88, S.A.S. Nagar, Punjab from July-2013 to till date.
Now Position Held:

Asst. Manager
· Monitoring of all the  Personnel & Administration work
· Handling of Personnel Records, Leave Registers, Overtime, Absenteeism and Indiscipline etc.
· Looking after statutory compliances as per our Company Policy.
· Monitoring Hospitality / Travel Management / Hire Vehicles as per requirement. 
· Looking after Welfare services like Canteen, Hygienic Labour Camp, Medical, Transport, Recreation. As well as Disciplinary Action, Grievance Handling and General Administration.

· Established Hygienic Labour Camp & Site Office and mobilized man-power and equipments, arranged hired vehicle, Staff Mess and Staff Family Accommodation according to our Company Policy as well as project requirement.
Organizing & Managing Medical, Transport, Recreation.
· Looking after of Monthly Wages/Salary on ERP / Biometrics Module of our PRW’s Staff / PRW’s worker.

· Monitoring of over all documentation cell i.e. Customer Correspondence (Inward / Outward, Drawings (Hard & Soft Copies), Handling of Customer Contractual Document, Internal Correspondence, General, Quotation, Work Order etc. as per ISO:9001:2000

· Presently working as Asst. Manager at 1620 no. Flats of Purab Premium Apartment, GMADA, Mohali, Punjab (From August-2013 to Till)
· Worked as a Sr. Officer at 2x660MW JAS Infra. Power Limited of Abhijit Power Project (APL), at  Bandhwa Kurawa, Baunsi, Banka, (Bihar) (Since September-2011 to August-2013)

· Worked as a Officer Gr-III at 2x525MW Maithon Power Project, Tata Power Limited at  Maithon, Dhanbad, (Jharkhand) (Since March-2009 to August-2011)

· Worked as an officer Gr-II at 4x135MW DCPP, Jindal Steel & Power Ltd. Dongamahua, Raigarh, (Chattisgarh) (From March-2008 to February-2009)
· Worked as an Officer Gr-II at 4x250 MW O. P. Jindal Super Thermal Power Project, Tamnar, Raigarh (C.G.) ( September 2005 to March-2008) 
· Worked as a Senior Assistant (Document Controller) at Shell Site, Hazira, Surat, Gujarat. (From June 2003 to Sept 2005)

· Worked as a Junior Assistant (Document Controller) at Nirma Project, Bhavnagar, Gujarat. (From June 2000 to Sept 2003)
· Previous Company:

· As an Asst. Gr-II in M/s. Punj Lloyd Ltd. at ESSAR Steel & Power Ltd, Hazira, Surat, Gujarat. (From April 1997 to May 2000)
· General Administration:- 

· Looking after Hygienic Labour Camp & Site Office and mobilized man-power.
· Responsible for our Security system
· Managing Welfare services for Staff & Worker like Canteen, Medical, Transport, Recreation
· Handling of Staff conveyance, Hired Vehicles
· Handling of Staff records, Attendance Input, Leave / Absenteeism Record etc. 
· Follow up for Staff Medical Claim / LTA Claim to ZO/RO.

· Corporate Social Responsibility, (CSR)

· Infrastructures Facilities in labour colony

· Security Services

· Transportation Facilities.

· Site Canteen for Staff and Workers

· Welfare Measures

Personal Details:

Date of Birth


: 1st July 1973
Current CTC


: 7.04 Lacs
Marital status

: Married
Languages


: English/Hindi. 
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