
CURRICULAM VITAE

																							Rohit Kumar Dixit
Village Rebha Post Tikri 
District Shahjahanpur(U.P.)242001 
       rohitdspn@gmail.com 
  +91-9198166661,9140861779
Career Objective:-To Gain a high position in Corporate World So that every person Should rely                                                               .                                               On Me & should follow my words.

Professional Experience:-
I have around  9+  Years relevant Work experience in the field of  Administration (HR & Accounts) in Manufacturing & service industry..
· Presently Working as HR Executive with Shri Ram Polymers Shahjahanpur, since Nov-2015  to till date.
COMPANY PROFILE (SR Group): - SR Group (Shri Ram polymers, SR Tanks Pvt Ltd, SR Fittings Pvt Ltd, SR Pumps Pvt Ltd) - has developed IS-4985 & 4984  based PVC Manufacturing Industry which assures the Quality of product  manufactured. We have been awarded for Good Manufacturing Practice (GMP) & Good Housekeeping Practice (GHP). Process control plans for all aspects that are applicable to the safety of foodstuffs operated are described in the appropriate Food Safety System documentation and are doing 5S, Kaizen, QIT, QC and have been awarded by QCFI..	         

Key Responsibility Area (HR Profile)

· Maintaining Time Office Attendance register, Leave register & Wages register.
· Daily attendance of Workers of pervious day and overtime verification from concern department & verify gate entry register too.
· Preparation of Salary and wages through ERP & MS Excel.
· Preparation of Bonus, Leave Encasement, Gratuity, Full & Final Settlement.
· Prepare, Maintained & Implemented H.R Policies Over Group.
· Online submission of PF Monthly Return and Downloading of Monthly challan.
· Online Registration of Employees in ESIC.  
· Formalities of full & final Settlement of employee’s.
· Maintaining Personnel File Employment Record.
· Maintaining Factory Acts Registers and Records (Fine register, Damage & Loss, ESIC Accidental Register)

Previous Experience:-  1) 2.5 Years Exp In Dalmiya Bharat Sugar Ltd Chini mill Nigohi Shahjhanapur.		
                                                      

Skills Management 

Control on Expenses:
1. Approval of Bills as per approval limits and then process bill for payment.
1. Processing of Telephone, Electricity Bills.
1. Making MIS for Direct and Indirect Expenses
Book Keeping:
1. Handling day to day accounting operations.
1. General Ledger controls maintenance of books of accounts.
1. Reconciliation of bank and ledgers.
 Finalizing records pertaining to salary increments, promotions, leaves encasement and making sure that they are properly accounted for Inter company transactions, loans and advances


Professional Qualification 

· Tally ERP 9.0 
· 6 Months training under G. S verma  (Charted Accountant) Shahjahanpur
· CCC  Completed From NIELIT

Academic Qualification:-
.
· Graduation with Commerce stream from MJP Ruhailkhand University
· Intermediate with Commerce stream from UP Board.
· High School from U.P. Board 

Extra-Curricular Activities:-  

· Playing & watching Cricket, Chess, Listening music & Writing Rhymes in my own words.

Personal Information:-
· Father’s Name                :- Prabhu Dayal Dixit	
· Date of Birth                   :- 5TH Mar 1992
· Nationality                      :-Indian
· Language Know						           :-Hindi & English
· Material Status              :- Married
· Current Salary																																																					:-3 Lacs
· Notice Period                  :-15 Days(Negotiable)


Declaration:-

I hereby declare that above information is true and correct to best of my knowledge.


Date ……………….
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