CURRICULUM VITAE

Hemant Kumar
Flat No. 430, Pocket-6

Sector-2, Rohini

Delhi-110085   
Mobile No.:- 8826412895
Email Id: - hemant26123@rediffmail.com
________________________________________________________________
CAREER OBJECTIVE:-

To work for an organization which helps me to increases inventory of skills and motivates me to reach at the top in corporate world.   
________________________________________________________________
ACADEMIC QUALIFICATION:-

· 10th Passed from C.B.S.E. in 1993.
· 12th Passed from C.B.S.E. in 1995.
· Graduate (B.A.) from Delhi University in 1998.
________________________________________________________________
PROFESSIONAL QUALIFICATION:-
· Basic knowledge of Computer.
· NCFM certified Capital Markets module, NCFM certified Derivatives Segment module,  NCFM certified NSDL Depository module, BCFM Certified CDSL Depository module ,  BCFM Certified Capital Market module ,  NISM Certified  Depository Operations module , NISM certified Equity Derivatives Certification Examination
________________________________________________________________
WORK EXPERIENCE

1) Worked as an Advisor in ICICI Prudential Life Insurance from 2004-2006
2) Worked as a Demat & Admin Supervisor in Narayan Securities Ltd., a Stock Broking Firm having CDSL Depository from May 2006 to Feb 2016.
Job Profile at Narayan Securities Ltd.
· Supervising overall operations of a CDSL Depository (including account opening forms, punching and final verification of shares, Dematerialisation and Re materialisation and other operations),

· Supervising Settlement department (shares pay-in and payout) of the company,
· Handling of Back Office Of DP (Shilpi Software), 
· Maintenance of Various types records,
________________________________________________________________
3) Currently working in Dotson Enterprises, Malviya Nagar, a manpower agency, from 1st March’2016 as an Assistant Manager – Office Administration:
Job Profile at Dotson Enterprises:
· Posting of advertisement on Job Sites,
· Coordination of Interviews,

· Maintaining Record of Original Documents of Candidates,
· Supervision of Guards and providing resolution of their problems within the available resources, 
· Processing of Salary on the monthly basis 

· Update of Employees database in Payroll software for salary processing 
· Preparation and finalization of Full & Final Settlements

· Client Payment Receipt Report

· Client Invoicing

· Maintaining Attendance Tracker,
· Maintaining Uniform Issue Tracker,
· Salary Advance Tracker, 

· Maintaining Cash receipt and expenses daily wise tracker

· Help in Query & Grievance of Employees

· Maintaining of records of all employees

· Maintaining records of expenses on day to day basis

· Providing support to employees

· Preparing reports & maintaining appropriate filing system
· Maintaining office policies and procedures

· Assisting in daily office needs
________________________________________________________________
Remuneration

· Current Salary
: 
Rs. 21000 per month
· Expected Salary
:
Negotiable
________________________________________________________________
PERSONAL INFORMATION

Father Name

:
Late Sh. Ved Prakash
Date of Birth

:          9.6.1978
Language Known
:
Hindi, English.
Marital Status

:
Married
Nationality

:
Indian
Hobbies 

:
Music
DECLARATION:-

I hereby declared that the above information given by me is true to best of my knowledge and belief.
Place: New Delhi
(Hemant Kumar)                                                     
________________________________________________________________
