	CURRICULUM VITAE                              
	        DHEERAJ KUMAR

	OBJECTIVE:          
        Seeking a career as Professional in HR (Human Resources) in a dynamic organization with intellectual work environment which could utilize my experience and education.



	Permanent  Address: 

3376 Raj Nagar

Satna

Madhya Pradesh

  
	Present Address: 

3372-B, 1ST Floor
Mahindra Park

Rani Bagh

New Delhi-110034


	   Mobile : 9582394844.7982418136


	
	
	Email: dheerajkumar1986@yahoo.com


	Nationality: INDIAN
	Date Of  Birth: 23rd  ,Oct 1986
	Gender: Male

	Summary of Experience:

	· Worked as ‘Astt Manager – HR & Personnel & Administration’ in EVS EVENT MANAGEMENT LIMITED, MUMBAI from September 4, 2008 to December 4th  2016.

	Summary of Academic
Qualifications:
	(     MBA in Hospital Administration from Sikkim Manipal University

	
	

	
	(     B.Sc  in Computer Science from Bhopal University.

	Areas of Strength:


	Systematic and Organized, Analytical approach, Leadership 

qualities, able to work independently and as an integral part 

of a team, Good communication and presentation skills with 

individuals at all levels. 

Proficient in using MS office.

	Computing Skills:
	Studied “C” Language, Tally & MS Office.

Working Knowledge of  SAP(Software Application Programming) in Human Resources Management.

	Technical Skills:
	Typewriting

	
	English – Higher Grade

	
	Hindi    – Higher Grade

	Language Proficiency:
	

	LANGUAGE


	SPEAK
	READ
	WRITE
	UNDERSTAND

	English
	(
	(
	(
	(

	Punjabi
	(
	(
	(
	(

	Hindi
	· 
	(
	(
	· 

	 PROFESSIONAL  EXPERIENCE:

	  Job Profile:

AREAS OF EXPOSURE IN HUMAN RESOURCES

· Manpower Planning, Recruitment, Selection and Placement

· Training and Development

· Probation and Confirmation

· Performance Mangement System(PMS)

· Extension / Termination – Contract

· Resignation and Final Settlements

· Employee Relations & Welfare

· Attendance, Leave and Time Sheet

· Compensation and Benefits / Payroll Processing

· PF, ESI, Gratuity and Statutory Registers Manitenance

· Professional Development / Human Resource Management

· General Administration

 Manpower planning, Recruitment, Selection and Placement



	· Reviewing the manpower availability and requirements.
· Note sending to Management for approval.

	· Release of Advertisement in leading Newspapers.

	· Co-ordinating with the advertisement agency regarding the release of the material.

	· Searching relevant experience candidates through Websites.

	· Co-ordinating with agencies for Recruitment.

	· Collecting the relevant experience candidates resume.

	· Preparing list of sorted candidates for the Interview.

	· Preparing Schedule of the Interview.

· Co-ordinating Schedule of the interview with HODs.

· Sending Call letters to the selected candidates.

	· Co-ordinating with the candidates for Interview.

	· Taking care of Interview Arrangements.

	· Co-ordinating of Interview.

	·   Preparation of list of Selected Candidates.

	· Taking care of Certificate Verification.

	· Monitoring Medical Fitness with Doctor Certificate.

	· Issuing Preliminary Appointment Order to the selected candidates.

	· Co-ordinating with candidates regarding Date of Joining.

	· Preparing Appointment Orders.

	· Taking Care of Joining Formalities.

· Explaining Rules, Regulations & Procedures to all new employees.

· Taking care of Personal File maintenance.

· Maintenance of Strength Register.

	· Preparing monthly Manpower Reports

· Preparing Attrition reports Level wise/Department wise.

· Preparing the list of Monthly Addition & Deletion.


	Training and Development
·   Sending Training Need Assessment form to the concerned HODs.

·   Monitoring collecting the same from the HODs.

	·   Preparation of consolidated statement Programme wise/Department wise.

·   Identification of Training needs.

·   Nomination of Employees to the training programme after getting the approval from                                                                                                                    

         the Management.

·   Preparing Training Calender for the year.

·   Preparing Training Budget for the year.

·   Monitoring & Maintenance of Training Budget.



	  Probation and Confirmation
·    Preparing Probators List.

·    Maintenance of Probation Register.

·    Confirmation Report sending to the Concerned HODs.

·    Monitoring to collecting the same from the HODs.

·    Preparing Confirmation Orders based upon the HODs Reports.

·    Issue of Confirmation Order to the Employees through Concerned HODs.

          

	Performance Management System(PMS)
·  Sending the Performance Appraisals of the employees to the concerned HODs.

	·  Monitoring to collecting the same from the HODs.

·  Preparing Performance Appraisal Report Level wise/Department wise.

·  Preparing the list of the promotion.  



	Extension / Termination - Contract 

	·  Co-ordinating with the HODs and collect the Report for Termination / Extension of 

         Contract.

	·    Sending note to the management for the Extension / Termination of Contract for

         Contract Employees.

	· Preparing Extension / Termination Order

· Issue of Extension / Termination Order to the Contract Employees.



	Resignation and Final Settlements

	· Co-ordinating with Exit Interviews.

· Sending a copy of the Resignation Letter to the Management for Approval.

	·    Information to Acceptance of Resignation Letter to the Resigned Employee.

·  Collecting Clearance Certificate for the concerned resigned employees through 

            Concerned Department Heads.                  

	· Informing the resigned employee about his dues and collecting  the same

· Preparing Releaving order and Service Certificate.

· Issuing Releaving Order and Service Certificate to the resigned employees.

	   Employee relations and Welfare
·  Investigate complaints and coordinate with other Departments.

·  Taking Care of Employees’ Working Environment.

·  Giving Building Access for new ID Cards.

·  Taking Care of Employees’ Attendance System.

·  Maintenance of Leave Management System.

·  Taking Necessary action for Late Comers.

·  Monitoring Absenteeism and taking necessary action to minimize.      

·  Monitoring Canteen Facilities and Clealiness with Admin

·  Coordinating and Organising Cross Sectional Meeting to giving an opportunity to all  

              employees to raise their queries with the Management.

·  Responsible for handling the functions of Statutory Complaince and Labour laws for the           

           employees.

	Compensation and Benfits / Payroll processing

· Creating the Employees’ salary history into the database.
· Collecting and updating various Department inputs.
· Updating employees Income Tax investments into the database.

· Processing salary and cross checking with the variance analysis.

· Preparing checklist of the employees’ salary for reconciliation cross checking.

· Co-ordinating with Finance Department for the Employees’ Salary Cheque.

· Taking care of Employees’ salary credit in to their respective salary account.

· Preparing Bonus Statement once in a Year.

Satutory Compliances

·    Preparing Annual and Half Yearly Returns of Factory Inspectorate.
·    Preparing renewal of Factory Licence
·    Preparing From V list of National & Festival holidays.
· PF & ESI Nomination for new joinees

· Preparing Annual & Monthly Returns of PF.

·   Preparing Half Yearly & Monthly Retuns of ESI.

·   Taking Care of PF Settlement for resigned Employees.

·   Taking Care of PF Transfer for New Joinees.

·    Taking Care of ESI Compliance and Queries.
Professional Development / Human Resource Management
· One – One session with all staff to identify problems if any and take corrective action         

for the same.

· Taking care of Manpower Statistics.

· Introducing New Human Resources Management Software for making Paperless       

            office.

· Monitor the effectiveness of HR policies and recommend changes as appropriate 

           Provide information, statistics and reports management.



	


	GENERAL ADMINISTRATION

Coordination

· Maintain good coordination with all departments to ensure work completed in an
          effective manner.
   Travel  Arrangements

·  Arranging Air, Train, Surface Tickets, Boarding, Lodging and Transport Facilities for Indian

         and Foreign Executives. 

   Printing and Stationary

· Purchase of all printing and stationary items for Department and also preparing the budget for these items.

    House Keeping

· Ensured to provide all a good working environment, by maintenance of clean premises and house keeping.
     Contract’s Maintenance
· Coordinating with Admin Department for maintenance of air-conditioners, electrification, carpentry, plumbing, office vehicles.

     Security

· Arrangement of Security for Factory and Guesthouses.



	    CAREER SUMMARY

(1) Worked  as ‘Astt. Manager - HR & Personnel & Administration’ at EVS EVENT MANAGEMENT LIMITED.                                     

	      Period: From September 4, 2008 to December 4th 2016. 

	   Company Profile:

   EVS EVENT MANAGEMENT Limited (EVS) was established in January 2007 in ANDHERI EAST
  Which is doing business in several domains i.e  Event Management, BPO, Real Estates.
   EVS is the wholly owned subsidiary of EVS Limited, UK and a leading supplier in the UK,       
   Germany, South East Asian and Middle East Countries.
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