CURRICULUM VITAE
Name: ANILKUMAR N PADHIYAR.
	Human Resources & Administration.
(MHRM In HR Mgmt, B.Com)                                                                                 (7 years  of  Experience in Manufacturing & Corporate Industries)
Contact:Mobile No.+91+91-9979034072.              Email:anpadhiyar@yahoo.in
	


CAREER OBJECTIVE: To seek a suitable position in a professionally managed organization where I can contribute my skills and be a part of the team that excels in work towards the growth of the Organization to match with my professional qualification and experience.
PROFILE AT GLANCE: 
A Commerce Graduate and Master’s in Human Resources Management (MHRM) with 7 years of experience in Manufacturing Industries in Human Resources, Industrial Relations and Administration Management. 
Present Employer:-
· Working as “ HR-ADMIN OFFICER Corporate Office from January 2020 to till date in at ELECTRICAL RESEARCH AND DEVELOPMENT ASSOCIATION (ERDA), VADODARA, GUJARAT - 
RESPONSIBILITIES:
· Attendance & Payroll management 
· Time office management, Leave Management, Attendance,Absenteeism, Leave adjustment 
· New joiners punching enrolment for face reading machine, thumb impression.  Send intimation for employees insurance dispatch.
· No dues and full and final settlement.
· Statutory deduction like PF, ESIC, NPS details, six monthly welfare contribution, 
· Timely deposit of salary of employees and contractual employees.
· Monthly returns, compliances of minimum wages, payment of wages etc.
· Update Employee data in ERP Software.


· New Joiners Formalities, Employees Exit, Full and final settlement: Do the No dues Clearances through ERP system to avoid and releasing letters and process full and final settlements timely for resigned empoloyees. 
· Managing statutory compliances:
· Monthly returns, for ESIC, PF, PT and contractual compliances for various registers,
·  licence and other necessary records.  Good laisioning with government officials, local bodies, legal consultants for PF, ESIC, Labour Welfare. 
· Managing Administration & Contract Management Activities: 
· Handling Administratin activity related to Transport facilities,Security, Housekeeping, Canteen Management, Guest House Managment, Gardening & Transportation, Tour & Travel, Dispatch Activities
· Contract Management - Ensure smooth arrangement of employees engagement, events and programs like Republic Day, Annual Day, Foundation Day, Gujarat Diwas, International Yoga Day, Safety Day, Independence Day, Diwali Celebrations.
· Industrial Relation Management: To handle disciplinary cases of Contractual Employees. Co-ordinate intertracted with Legal Advisiors for Labour Union Matter, Labour Commissionarate Office, Provident Fund Commissionarate Office, ESIC, Unionised Workmen
· Sucessfully implemented Covid 19 basic requirments to start organization with 33%, 50% attendance successfully.
    WORK HISTORY:
· Jaynix Engineering Pvt Ltd, Bamangam, Vadodara  (August - 2017- January  2020) Designation: HR Executive
Nature of work:

· Looking after payroll process Salary and Wages, PF Process.

· Personal & Administrative activities.

· Joining & Exit Formalities

· Maintain Personal files of all employees

· Time Keeping & Attendance, & Leave Records.

· Every month canteen coupons Bill & Tea Bill Checking.

· Transportation & Welfare Activities.

· Statutory Compliance

· To resolve and handle employee grievances and queries

· Month wise strength detail statement

· Increment processes all Employees.

· To clean the factory premises and monitoring Housekeeping.

· Handling Patty Cash.
· Worked as HR Assistant in “Vilas Transcor Ltd .por Vadodara “21 July 2014 to 21 Aug 2017.

· Worked as a Trainee in “Virat industrial labour pvt.ltd”.(Consultancy) Por, Baroda in (Nov 2013 TO MAY-2014 for work.)
Core HR Activities:
· Maintain Annual Returns, Half Yearly Returns.

· Maintain compliance Register.

· Annual Leave Policy, C-off, Over-time Management.

· Administering salary advance & Loan Payment policies and subsequent deductions from salary.

· Preparing to Notice & Display to Notice Board From time to time

· Laws Related to Labour and Company.

· Any other duties / functions assigned from time to time by the HR Head.
EDUCATION:
· MHRM – Master In Human Resources Management |  2013 - with First class from Sardar Patel University, V.V.Nagar.
· Diploma in Human Rights |  2013: ‘A’-Grade from Sardar Patel University, Gujarat
· Diploma in Labour practice / 2013- (DLP) From Sardar Patel University, V.V.Nagar, Gujarat
· B.COM | 2011 – Bachlor of Commerce - with Pass Class from GUJARAT University.
· HSC -2008 – From GSHEB Gujarat
· SSC -2006 –From GSEB   Gujarat

IT SKILLS:
· Certificate Course of Computer Fundamental and Operating System.

· Proficient in MS Office, Word, Excel, PowerPoint, Internet Related, ERP System
· Work In Payroll Software Saral Paypack & Ramco .

TRAININGS:
· Sumeru (NGO), Miyagam-Karjan.

· Sandesar Village, (Rural) Anand.

· Modern Petrofils Limited, Bamangam, Karjan.

· Kuster Calico Machinery pvt. Ltd., Maglej Village, Vadodara.

PERSONAL INFORMATION:
· Date of Birth

:06/10/1990
· Current Address          :Vadodara-Gujarat - India.
· Native Address
: At Post : Miyagam-Karjan, Dist – Vadodara, Gujarat, India.
· Marital Status

:Married

· Languages Known
:English, Hindi, Gujarati
· Nationality

:Indian
· Strength

: Ability to work in team, Positive Attitude, Dedication
· Passport No.

: L-2684660
                                                                                                                                                 _________________
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