VIVEK KUMAR MISHRA				Email:vivekkumarmisra1980@gmail.com
Phone: +91 9453562725					
	0522 - 2648847
249/1 MMIGTikaitRai LDA Colony
Mohan Road Lucknow
CAREER OBJECTIVE

To secure a challenging job were I can prove and improve my skills and contribute to achieve Organization goal by utilizing abilities developed through my qualification.

PROFESSIONAL SYNOPSIS

Over 9 years’of experience in Human Resource Management,Currently working with Shail Healthcare Pvt. Ltd.since Jun-18 to till date as HR Manager (HR Department).

KEY RESULT AREA

HR-Operation

1. Preparing Salary Sheet
1. Responsible for checking bill/invoice for payment.
1. Monthly ESI and PF challan submit by online after completion of payroll
1. HR records management, Payroll and legal compliance (PF/ESIC/Gratuity/Bonus.Employment)
1. Attendance.
1. Responsible for complete joining  Formalities of new employees.
1. Maintained Database and Personnel File
1. Co coordinating in Pay Roll ,attendance & maintaining the Leave record of the employee
1. Maintained resignation records, ex-employee dues; processed resignations with respective department heads; 
1. Handling  the queries of the Employee pertaining to the ESI, PF etc
1. Handling Personal & Administration
1. Preparing MIS and ID Card reporting to Management .
1. Releasing the Offer Letter,Appoinment Letter.
1. Processing Employee full & Final at the time of exit.
1. Handling the Employee Documents.
1. Preparing or updating Employee records related to hiring,Transferring,Promoting,and Terminating.
1. Ability to maintain highly confidential and sensitive information.
1. Basic Accounting knowledge.
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CAREER PATH


· Aug-2017 to May-2018 as Sr.HR Executive, Overnite Express Ltd.
· Aug-2012 to July-2017 as HR-Coordinator,Era’sLucknow Medical College &Hospital,Lucknow
· Feb-08to Aug-2012as Accounts/Audit Executive, Manish Goviland Associate.





PROFESSIONAL QUALIFICATIONS

· SSC- from U.P. Board, Allahabadin .
· HSC – in Science from U.P. Board, Allahabadin .
· B.A –Graduation in Art from Kanpur University in .
· Honours Diploma in computerDiplomafrom.

PERSONAL DETAILS

· Date of Birth	: 		17th Aug,1980
· Address       	: 		249/1 MMIG TikaitRai LDA Colony, Mohan Lucknow
· Father Name	: 		Mr. Krishana Kumar Misra
· Marital Status 	:		Married
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