
                                                            CURRICULUM-VITAE
	Name: ABDUL 
Abdul.356645@2freemail.com

	


Career Objective:
To be associated with a progressive organization which can provide me with a dynamic work sphere to extract my inherent skills as a Professional, use and develop my aptitude to further the organization’s objectives and also attain my career targets in the progress.
Post applied for: ASST-HR MANAGER/ADMINISTRATOR
                                                                   
	
	Year of passing
	Board/ University
	Percentage/CGPA

	MBA-HR
	2016
	BHARATI VIDYAPEETH DEEMED UNIVERSITY, PUNE
	8.2

	BSC-IT
	2014
	KOLHAN UNIVERSITY,JHARKHAND
	75%

	 I.SC
	20011
	I.C.S.C BOARD
	64%

	MATRIC
	2009
	I.C.S.C BOARD
	83%

	
	
	
	



	
	       Organization
	                   Title
	Period
	                    Key learning

	Summer Training at Diploma Level
	TATA MOTORS
HR-DEPARTMENT
	Competency framework
	2

month
	Focus on skill, knowledge, ability of employee for making framework

	Mini project at UG Level
	JUSCO

	Railway Reservation system
	1 month
	Software development, connecting oracle visual basic.

	EXPERIENCE DETAILS

Company            


:
ARUSH METAL CASTING LTD.(FOUNDARY COMPANY)
Designation 



:
HR MANAGER
Duration 



:           FEBRUARY 2016 TO TILL DATE


	·  Search resumes through job portals, Head hunting techniques
· Databases: MS Excel ,Power point & basics of DBMS
· Working fluently on FLEXI PAYROLL SOFTWARE


JOB RESPONSIBLITIES @ AMCL :-
· Training Need Identification, Imparting Training, Measuring Training Effectiveness, Performance Appraisal.

· Maintaining Database of the employee.

· Joining formalities of new employee.

· Making salary in Flexi Payroll Software.
· Imparting & Regularizing Kaizen

· Internal Auditing Work.

· Online ESI & PF payment and updating

· Making of new work instruction as per need & its implementation.

· Arranging In-house & Outside training.

· Ensuring Safety, Security & Hygiene among the employee,

· Casual Worker Arrangement & their development.

· Man Power Planning.

· Controlling Man Power retention.

· Other related computer works.

· Meeting and greeting clients and visitors to the office.

· Typing documents and distribution memos.

· Supervising the work of office juniors and assigning work from them.

· Handling incoming/outgoing calls, correspondence and filling.

· Faxing, printing, photocopying, filing and scanning.

· Organizing business travel, itineraries, and accommodation for managers.

· Monitoring inventory, office stock and ordering supplies as necessary.

· Updating and maintaining the holiday, absence and training records of staff.

· Responsible for purchase orders and invoice tracking.

· Creating and modifying documents using Microsoft Office.

· Setting up and coordinating meeting and conferences.

· Involvement in social media implementation.

· Updating, processing and filing of all documents.
KEY SKILL AND COMPETENCIES
· Strong organizational, administrative and analytical skills.

· Excellent spelling, proofreading and computer skill.

· Ability to maintain confidentiality.

· Excellent working knowledge of all Microsoft office packages.

· Ability to produce consistently accurate work even whilst under pressure.

· Ability to multi task and manage conflicting demands.

	Course
	Institute

	Advance Excel
	DISHA INSTITUTE

	Cyber Security
	INSTITUTE OF MANAGEMENT & ENTREPRENEURSHIP DEVELOPMENT



	Competitions
	1st prize in essay writing competition

3rd  prize in speech competition

3rd prize in quiz competition

3 times academic 3rd topper in school level 





	· FRESHERS MEET 2015

· HR FORUM- ACCOLADE

· CYBER SECURITY PAPER PRESENTATION COMPETITION

· SPORTS MEET


	


PERSONAL DETAILS:-

Date of birth


: 
08TH August, 1993
Sex



:
Male
Nationality 


:
Indian

Marital status

: 
Unmarried

Language Proficiency
: 
English, Hindi and Urdu.

Place of issue


:  
RANCHI

Date of issue


:  
12-02-2016
Date of expiry

:  
11-02-2026
	DECLERATION


“I hereby declare that all the information mention above is true to my knowledge and bear

The responsibility for the correctness of the above mentioned particulars.”

Date:

Place: JAMSHEDPUR






                           Your faithfully
EDUCATIONAL QUALIFICATION








INDUSTRY INTERFACE (Projects / Internships)





COMPUTER SKILLS





EXTRA COURSES DONE





ACHIEVEMENTS/AWARDS WON








MAJOR ACTIVITIES ORGANIZED





  PASSPORT DETAILS:-








