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Prakhar Mishra                                                                            
  G-mail- mishraprakhar80@gmail.com
 Mob.No.- +91–9956094703,7310014107          
 Parmanent Address –Bahorakha, Harkaranpur, Amethi.
                                  Pin no.227807                                                                                                                                                             

CAREER OBJECTIVE 					

To associate myself with an organization where there is many opportunities for growth, to share and contribute my knowledge and skills for the development of self and the organization served.

AREAS OF INTEREST

Human Resources & Industrial Relations

Key responsibility areas (KRA’s):

Payroll/Time Office 
Management of Payroll with accurate attendance & timely Payment including involve in activities of Budget preparation of Human Resource and its adherence along with the time office management with zero error.

Manpower & Budgeting 

Management of optimum Manpower at Shop floor for effective Productivity so that Absenteeism & skill issue should not suffer the Production and made the forecasting of manpower according to Business Volume.

· Updating form-12 (muster roll) all associates & staff.
· Grievance handling issues of workers related to leave & absenteeism.
· Leave details Maintenance: Keeping Track on the Attendance of Employees.  
· Interaction / Discussion with workers, staff, handling of day-to-day grievances.
· Supervision and controlling at the time of wages disbursement to workers.
· Also maintaining Reports on Overtime Reports, Absenteeism Report, Daily Task Report etc.
· All online Registration PF registration, ESIC registration, 
· Task assigned from time to time.
· Make F&F on daily bases.


· WORK EXPERIENCE
1. Worked at Mother Son Sumi Wiring India Limited (MSWIL) Lucknow as Assistant-HR (Contract Roll)   From Oct-2017 to Aug-2022.
2. Worked at RCCPL Pvt. Ltd. (M.P Birla Group) as an Officer (HR & Admin.) From Aug 2022 to Apr-2023.
3. Currently working with RSPL Group Patna as an Executive (HR & Admin) From May 2023 to till date. 
Job Responsibility:-

· Preparing Monthly salary, wages & overtime for company & contract roll employees.
· Responsible and preparing monthly attendance of around 1200 employees.
· Make the interview Schedule of trainees.
· Maintain database of all employee and generating MIS on daily/weekly & monthly basis.
· Coordinating vehicle arrangement for employees pick & drop.
· To maintaining & monitoring housekeeping of plant & guesthouse.
· Minimum wages application as per Central Government statues, laws, and regulation.
· Through knowledge of PF and ESIC administration in concern with contract labour. Supervising
· Directing entire HR and Administration (Wage/ Salary) activities, supervising the recruitment
· Joining Formalities: Offer Letter Preparation, Appointment Letter Preparation, Base Data updating, and Other Details
· Training and Development: Recognizing the need of Training and development for the existing employees and conducting and coordinating on the same.
· Induction Training Program: Also taking care for the new Joiners Induction Training Program, Related to HR Initiatives and other areas.
· HRIS, MIS: Maintaining Human Resource Information System Data of Employees, also Maintaining MIS for HR and Organizational point.
· Employee Relation: Taking care of Employee Relation part also.
TECHNICAL SKILLS:
· MS Office - Word, Excel and Outlook
· Operating System- Windows 8, Windows 7, Windows 10.
· E-Mailing tools- MS Outlook, Windows Outlook, Google.
· Networking Skills- Cite HR, (E-Pay)
· SAP- HR
PROFESSIONAL SKILLS:
· Data feeding for entry of contractual labour through punching machine, CAS software & KRONOS Software.
· Honest and smart working with determination and dedication to achieve goals. 
· Ability to adapt in a new environment. 
· Interest to acquire more knowledge and grasp it quickly.


EDUCATION DETAILS:

	Course
	Institute
	University
	Year of passing

	MBA
	SWAMI VIVEKANAND SUBHARTI UNIVERSITY
	SUBHARTI UNIVERSITY
	2022


	B.A.
	DUSHYANT SINGH BHALE SULTAN MAHAVIDYALAYA SAADIPUR (AMETHI)
	DR. RMLAU AYODHYA
	2020

	12th 
	A H I C MUSAFIRKHANA AMETHI
	U.P BOARD
	2015

	10th 
	J BAKSH V D UMV A NGR ,CP SHAHU JI M NAGAR
	U.P BOARD
	2013
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PERSONAL DETAILS

Father Name: -      Mr. Manoj Kumar Mishra
Date of Birth: -     10-12-1997
Gender: -              Male
Marital Status: -    Married
Language: -          Hindi & English
Nationality: -        Indian
     

I hereby declare that all the information mentioned above is true to the best of my knowledge.




Place:									(PRAKHAR MISHRA)
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