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Career Objectives

A challenging growth oriented position, where my skills effectively utilized and improve eventually leading to contribution in the growth of organization, self and society.

Academic Qualification

Have done Graduation from Dronacharya Govt. College Gurgaon, Haryana.
Have done 10+2 from Bhiwani Board Haryana.
Have done 10th from Bhiwani Board Haryana.
Professional Qualification
· Have done MBA from Punjab Technical University Jalandhar.

· Have done 3 years Bachelor Degree in Hotel Management catering and applied Nutrition from Punjab Technical University at Learning centre SAMS IHM Varanasi. 
Technology Skills 
· Office Automation application: - Microsoft Word, Excel, and Power point.

Internet Application.

· Operating System:-Windows.
WORKING EXPERIENCE
· Have worked with M/s, Orchid Overseas Pvt. Ltd,Udyog Vihar Gurgaon (HR), since  January 2014 to May 2015 as HR Executive.
· Presently Working with Kumar Printers Pvt. Ltd., Plot No. 24, Sector – 5, IMT Manesar, from May 2015 as HR Executive.
           JOB RESPONSIBILITIES
JOINING FORMALITIES

· To ensure the complete joining formalities like issuance of Offer Letter / Appointment Letters etc.

· Employee Enrolment formalities.

· Maintaining employee’s records and Personal Files.
        COMPENSATION & BENEFITS
· Ensuring Pre-payroll process (Attendance input, Shift allowance, OT hours, Performance

· allowance etc)

· Maintaining & Tracking Attendance on daily basis, Leave for all employees (on-roll & off-roll) as

· per company policy.

· Preparing late coming, early going & Daily absenteeism report.

· Update the salary revision if any.

· Prepare the Pay slip.

· Handling salary related issues/grievance.
· Preparation of Monthly PF & ESIC Challan.
· Compliance by Third Party -
Looking after all the norms & documentation to get pass 
                                                           the compliance as per the requirement by foreign 
                                                            Companies and third party .

  RELIEVING / TERMINATION
· Completing the Full & Final settlement process of the resigned employees as per the company policy.
· Clearance formalities and maintaining the records.
· Issuing the relieving and experience letters. 

Extra Curricular Activities
· Participated in General Knowledge competition Organized by school Management.

· Participated in cricket tournament organized by Dronacharya College Gurgaon.

Personal Details

          Date of Birth

:
06/04/1983

          Father’s Name

:
Mr. Chander Singh
          Permanent Address
:
 VPO Hassanpur ( Tauru )

                                                  

Dist. Mewat, Haryana - 122105

  STATUTORY DECLARATION
I Harikrishan hereby declare that all the information furnished above is true to the best

of my knowledge.

Date:

Place:













(HARIKRISHAN)             

