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           Name: Arpit Yadav
          Email- Id: arpityadav123029@gmail.com
          Contact No.: +91 – 9992856327

[bookmark: ****************************************]*******************************************************************************

CAREER OBJECTIVE: -
To Contribute and strengthen the organizational efforts as an effective and proactive team player by utilizing the plethora of skills I have always tried to grow an honest and friendly working environment in the organization.

[bookmark: PROFESSIONAL_EXPERIENCE_:-]PROFESSIONAL EXPERIENCE: -

Currently working in VVDN Technologies PVT.LTD., Manesar as an HR Sr. EXECUTIVE   since OCT  2021 to till date.
Experience:

          Working experience in Mangla Industries as a HR Executive from Aug 2021 to September 2021.
Job Responsibilities:
1. Payroll process :
· Maintain database of CTC for all employees & associates with full history of increments/changes in CTC breakup etc.
· Update the Master Database on Monthly Basis.
· Grievance handling of the employees related to salary & attendance, Leave etc..
· Processing Monthly Payroll.
· Preparation of Attendance & salary, overtime and maintaining Leave records.
· Attendance of contract employees.

2. [bookmark: 2._Recruitment,_Selection_and_Induction:]Recruitment, Selection and Generalist:

· Employee’s background verification from last company.
· After candidate is selected give induction about profile and policies of the company.
· Employee joining, Exit formalities, full and final settlement.
· Making offer letter and appointment letter, job Description.
· Making KRA and update the HRMIS of all employees.
· How to design CTC of employees.
· Provide all the facilities to employees to achieve the target like training and asset.

3. [bookmark: 3._Statutory_Compliances:]Statutory Compliances:

· Handling the PF, ESIC challan & Return, Gratuity etc.
· Generate the UAN number & link with the Adhar Number.
· Submission of the Factory Act Return, LWF Return, Maternity Return, Posh Return & Pollution Return.
· First Aid training, Fire NOC, Customer Audit Sheet, Construction building safety.
· Maintain the record of DG Stack, Stack Emission, Air Ambient, Air Noise & Soil testing.
     Maintain the record of Employee Health checkup.
· Maintain the record of Drinking Water, Food testing.
· Handling LWF benefit Scheme for Employees.
[bookmark: 4._Attendance_Management_&_Administratio]
4. Attendance Management & Administration Works:

· Registering the fingerprint of staff and create profile in Software.
· Employee’s queries management.
· Responsible for day-to-day activity related to administration pertaining to security, housekeeping, Transport & canteen and other Facility related.

5. Medical claim Management:

Managing Med claim reimbursement claims, responsible for Full & Final settlements of the Med claim process of corporate client’s employees, addition & deletion of employees under med claim.

Maintaining track of all pending claim cases & ensure on the closure of the same, coordinating with TPA’s for resolution on pending cases.

6.Exit Formalities: -

Conduct Exit –analyses /interview & apprise the management to the related factors and company. Preparation of Full and Final Settlement at time of employees last working day. Computations which includes Salary, Leave, etc.
Guiding and processing all P.F. related work such as checking PF ,Withdrawal and transfer.

[bookmark: ACADEMIC_INFORMATION:]ACADEMIC INFORMATION:

· [bookmark: _Graduation_Form_Raj_Rishi_College,_Alw]MBA from Kalinga University Raipur Chhattisgarh ( 2017- 2019)
· B.tech  Form Maharishi Dyanand University Rohtak Haryana ( 2012- 2016).
· [bookmark: _Secondary_education_from_Rajasthan_boa]12th from RPS School Mahedergarh Haryana in 2011.
· 10th from Shri Krishna school Mahendergarh Haryana in 2009.


IT’S Skills:

· Basic Knowledge of computer & Internet and social media
· Successfully certified with CQI-IRCA ISO 27001:2022 Lead auditor information security management system.
· Ms. Word and Excel






STRENGTH: -  

· Good Communication Skills
· Capacity to Work Hard
· Positive Attitude
· [bookmark: PERSONAL_INFORMATIONS:-]Quick Learner Honest

Personal information:

· Date of birth: 11Sept 1995
· Father’s Name: Lalit Kumar
· Marital status: Married
· Permanent Address: VPO. Duloth Ahir Distt and teh. Mahendergarh Haryana
· Nationality: Indian
· Language Known: Hindi and English


Declaration: -
I hereby declare that all the information provided by me is true to the best of my knowledge and belief.




Date:
Place:	(Arpit Yadav)
