CURRICULUM VITAE

BISWAMBAR NAYAK

740, 3rd Floor, Bhagwan Gali,
Kotla Mubarakpur

  
New Delhi-110003

Phone: - 9811027360
Email: bnindia1971@gmail.com  


To work in a position in an organization where my skills and knowledge are utilised in the best possible way and which provides me with an opportunity for growth in my professional career.


· Bachelor of Arts from Berhampur University, Odisha in 1992.

· LL.B from Sambalpur University, Odisha in 2011.
· Diploma in Computer Application.

· Accustomed to working in a computerized LAN enabled environment.

· Working Knowledge of MS Office, Windows.

· Familiar with Internet Operations.

 
Worked in the following organizations:-
Present Employment:


NIL
Past employments:
1. M/S. Kruzer Pharmaceuticals Pvt. Ltd. as Office Assistant-cum-Typist from July ‘1996 to January ‘1999.
2. M/S. SOVIKA TECHNICAL SERVICES PVT. LTD as Administrative Assistant from Feb. ‘1999 to June ‘2007.


· Dealt with about 5500 employee’s (regular and contractual), record i.e. maintenance of attendance records and leave records. 

· Making of attendance of the aforesaid employees on monthly basis and send it to the Finance & Accounts Department for preparation / payment of Salaries.

· Making of Annual Increment list of the above mentioned employees on monthly basis after getting annual performance report from the concerned HODs.

· Making of Appointment Letters of new employees on day to day basis after approval of higher authorities.

· Making of resignation acceptance letters, experience certificates, show-cause letters, warning letters etc. on day to day basis of the said employees. 

· Feeding of New Employees Personal Data in the Computer Network and also update previous employees data in Computer Network. 

· Correspondence including drafting & typing of letters and making of different details for the presentation etc. independently.

· Maintenance of Arrival and Departure Register on day to day basis.

· Any other duties as may be assigned from time to time by the HOD.
Employee Acquisition:
· Recruitment & Selection
· .Short listing relevant profiles
· Conducting preliminary interviews
· Documentation
· Data Base Management
· Reference Check
OFFER & DOUMENTATION:
· Issuing LOI
· Preparing Docket
· Initiating Personal File
Employee Management:
PERSONAL FILES
Initiating Personal Files
Periodic Updates & Maintenance
ON BOARDING & INDUCTION
Collect and verify documents.
Initiate opening of Bank Account
Statutory Formalities ,PF Notification, ESI Notification
Issuance of ID Card
Notification to Accounts & Payroll
Coordinating the New Employee Orientation.
HR Administration
Leave & Attendance Management
Individual updating of leave record
Performance Management & Development:
PERFORMANCE MANAGEMENT Tracking Data for Probation/Confirmation.
Tracking Data for Appraisals.
Follow up & Co-ordination
Issuance of Letter
Payroll Inputs
Reporting

EMPLOYEE HELP DESK
Receiving & Handling Queries
One stop solution for all HR/Payroll related queries on multi channel format

EMAIL, PHONE & walk In.
Co-ordination & follow up
Reporting & Feedback Form

· Dynamic leadership and pleasant to work and helping nature.
·  Ability to work well under pressure.

· Strong problem solving ability.

PERSONAL INFORMATION
Father’s Name
  :
Sh. Debaraj Nayak.

Permanent Address
  : 
Bellagam, Polasara, Ganjam – 761105(Orissa)


Date of Birth

  :
1st December 1971

Sex


  :
Male

Marital Status

  :
Married

Languages Known
  :
Hindi, English & Oriya

Gross Salary

  :
Not working now.
Expected Salary
  :
Rs. 25,000/- per month
Hobbies

  :     
Social Work, Activism etc
Note: I am ready to work for 10 days free of wages to show my talent & expertise.
Place  :  New Delhi
Date   :  …/…/2015
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