Chandramani Tiwari

chandramanitiwari86@gmail.com
+91- 8802594900, 9818695059
Career Objective:

Seeking an important and challenging role in an organization where I can attract with new people and utilize my skills, abilities and education while contributing to the development of the organization.

Professional Experience:

Company: Om Logistics Ltd. From Sep 2015 to present.

Profile – HR/Admin Executive

Job responsibilities:

· Leaves and Attendance Management.

· Assist with day to day Operations, HR functions and duties.
· Handle all day to day queries and grievances.

· Provide Clerical and Administrative support to Human Resource Department.

· Compile and update Employee records in hard and soft copies.  

· Take care of Induction, Onboarding and Employee engagement.
· Prepare Offer Letter, Appointment Letter etc.

· Convey the Policies and rules to the employees.

· Managing advance salary and loans.
· Performance and appraisal report for HR Manager.
· Take care of office infrastructure management.

· Ensure proper cleaning and hygienic environment.

· Implementation of ISO process at Regional level
Company: Antarkranti – NGO (Tihar Jail, New Delhi) from Dec 2010 to March 2013.

Profile – Livelihood Supervisor
Job responsibilities:

· Organizing motivational training programs for prisoners.

· Prisoners engagement in deferent skill development programs.

· Managing production work inside the Tihar premises.

· Controlling material and goods movement inward outward.

· Wages preparation and distribution etc.

· Procurement and Inventory management.

· Managing sales stalls and outlets in local market.

Professional Qualification:

· MBA (HR & International Business) from UP Technical University in 2015.

· BCA from Hamdard University New Delhi in 2011.
Academic Qualifications:

· Intermediate from UP Board in 2006.

· High school from UP Board in 2004.

Technical Qualification:

· Diploma in Software Engineering from NIIT.

Industrial Visit:

· Parle Pvt. Ltd, Bhadurgarh, Haryana Learning: Observed the baking and packaging process of biscuits, team leading etc.
· ITC Pvt. Ltd, Ghaziabad Learning: Discerned the working of Cigarettes making process, how we can motivate the employees etc.

· Wipro Pvt. Ltd. Learning: Supply chain and packaging pattern of different types of product.

Language Known:

· English and Hindi
Core Competencies:

· Aggressive

· Ability to maintain interpersonal relation

· Confident

· Flexible in work

· Honest

Personal Details:

· Father's Name

:
Daya Shankar Tiwari

· DOB


:
18/02/1988

· Sex


:
Male

· Marital Status

:
Married

· Nationality

:
Indian

· Present Add

:
Binola, Haryana.
· Permanent Add

:
Jagdamba Nagar, Bairiya, Muzaffarpur, Bihar (842003)
Declaration:

· I do hereby declare that the above statements made by me are true to the best of my knowledge and belief and I am looking for a chance to prove my competency and worth.

Date:

Place:                                                                                              Chandramani Tiwari

