Rakesh Kumar Verma
B2/ 11 –A, Budh Vihar Phase 1, Delhi – 110086
Mobile: 9643468864
Email: rakeshsavaent_05@yahoo.in
Career Objective:

To obtain a position that will enable me to use my strong organizational skills, educational background and ability to work well with people.
Key skills:
· Independent as well as Team Player

· Self-motivated and a Go-getter

· Multi-tasker and ability to meet tight deadlines

· Creative and Innovative
Education Qualification:

Master in Business Administration, 2012

Sikkim Manipal University

Specialization : Human Resources

Post Graduate Diploma in Computer Applications, 2002

Kurukshetra University

Bachelor of Arts, 1997

Delhi University

Presently Working|
Batra Bros (Hospitality )

( Café Delhi Heights . Hotel , Banquets )
A-43, Naraina Industrial, Area Phase-2

New Delhi -28

(Jun 2015 –      )

· Recruitment And Selection

· Joining Formalities, Relieving Procedures, Induction, Exit Interviews And Full & Final Settlement

· Training And Development

· Leaves  And Attendance

· Compensation And Benefits
· Time Management ( In & Out)

· Master Roll Register 

· Leave Management (CL, EL, SL)

· Shift Management

· Salary, over time 

· ESI-Act , PF Act , Contribution from both employee & employer ,

· Filling Monthly & half year & filling forms & calculation

·  Gratuity Act- calculation , Coverage & eligibility

· Bonus Act – Calculation

· Pt Slab , Calculation , Tax  exemption , Under different Section

· CTC  design gross salary , Net salary , CTC breakup 

· Supervising the House keeping Staff , Office boys , technicians 

· Records of the Employees , personal files & reports 

· Generating and submitting of MIS Reports
Work Experience
BASH HOSPITALITY PVT LTD
East Petal Nagar , Delhi 
HR . Executive
(Sept 2012 – April 2015)

· Recruitment And Selection

· Joining Formalities, Relieving Procedures, Induction, Exit Interviews And Full & Final Settlement

· Training And Development

· Leaves  And Attendance

· Compensation And Benefits
· Time Management ( In & Out)

· Master Roll Register 

· Leave Management (CL, EL, SL)

· Shift Management

· Salary, over time 

· ESI-Act , PF Act , Contribution from both employee & employer ,

· Filling Monthly & half year & filling forms & calculation

·  Gratuity Act- calculation , Coverage & eligibility

· Bonus Act – Calculation

· Pt Slab , Calculation , Tax  exemption , Under different Section

· CTC  design gross salary , Net salary , CTC breakup 

· Supervising the House keeping Staff , Office boys , technicians 

· Records of the Employees , personal files & reports 

· Generating and submitting of MIS Reports
M/S. SAVA INTERNTIONAL PVT. LTD. (EXPORT HOUSE)
D-545, Pace City – Phase – 11, Gurgoan 
Office Executive

(Jan 2005 – June 2011)

· Time Management ( In & Out)

· Master Roll Register 

· Leave Management (CL,El, SL)

· Shift Management

· Salary, over time 

· ESI-Act , PF Act , Contribution from both employee & employer ,

· Filling Monthly & half year & filling forms & calculation

·  Gratuity Act- calculation , Coverage & eligibility

· Bonus Act – Calculation

· Pt Slab , Calculation , Tax  exemption , Under different Section

· CTC  design gross salary , Net salary , CTC breakup 

· Supervising the House keeping Staff , Office boys , technicians 

· Records of the Employees , personal files & reports 

· Generating and submitting of MIS Reports
Personal Details:

Date of Birth           :    1st Jan, 1975                    
Father’s Name       :    Laxman Dass
Gender                    :     Male                             

Nationality         :   Indian
 (RAKESH KUMAR VERMA)

