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Mr. TABISH SIDDIQUI
655/337, Kamal Khan kaTekra,
Dariyabad, Allahabad, U.P.
CELL: 9793125738
E-Mail:tabish_siddiqui786@yahoo.com



CAREER OBJECTIVE:
To serve the service and get the zenith of success.

Total Experience:  9 yrs. Experience in HR /Admin Profile. They are discuss as follow: 

· Present Status: Currently Working in City International School Group / Devi Sansthan  ( NGO run by City Montessori School Group), Lucknow, as HR cum Admin cum Customer Support Manager since Oct 2022 till present. 

Job Profile: Handling HR Profile: Manpower planning, Searching candidates through various portals. Screening, Selecting and Recruiting the candidates and issuing Offer cum appointment letter, Handling payroll, Drafting Salary Structure, Conducting Induction programme and Deciding KRA and Performance appraisal, Giving trainings, Deployment management, Exit Formalities and Taking care of preventive maintenance measures, Security management, Management of office equipment. Maintaining a clean and enjoyable working environment, Managing clerical or other administrative staff, Maintaining arranges meetings by scheduling appropriate meeting times, planning refreshments, Manages correspondence by answering emails and sorting mail. Assists in planning and arranging events, Manages staff expenses request.  Auditing & Maintaining accurate records for employee such as personal file, leave record and whole macro and mini administration work such as House keeping., etc.

· Workedin Index Global Technology Pvt. Ltd. (IGTAPPS), Lucknow (Dealing in Software & Web Development), as HR Manager since May 2022 till Oct 2022.

Job Profile: Handling HR Profile: Manpower planning, Searching candidates through various portals. Screening, Selecting and Recruiting the candidates and issuing Offer cum appointment letter, Handling payroll, Drafting Salary Structure, Conducting Induction programme and Deciding KRA and Performance appraisal, Giving trainings, Deployment management, Exit Formalities and Taking care of preventive maintenance measures, Security management, Management of office equipment. Maintaining a clean and enjoyable working environment, Managing clerical or other administrative staff, Maintaining arranges meetings by scheduling appropriate meeting times, planning refreshments, Manages correspondence by answering emails and sorting mail. Assists in planning and arranging events, Manages staff expenses request.  Auditing & Maintaining accurate records for employee such as personal file, leave record and whole macro and mini administration work such as House keeping., etc.


· Worked in Chowdhary Overseas Ltd., Unnao (Unit of Superhouse Group running with the Brand name ALLEN COOPER also having  Allen House / Delhi Public School, Unnao), as Coordinator Head / Admin Head/ HR Officer since April 2016 to April 2022.

Job Profile: Handling HR Profile: Manpower planning, Screening, Selecting and Recruiting the candidates and issuing Offer cum appointment letter, Handling payroll, Drafting Salary Structure, Conducting Induction programme and Deciding KRA and Performance appraisal, Giving trainings, Deployment management, Exit Formalities and Taking care of preventive maintenance measures, Security management, Management of office equipment, Social Audit of top most companies such as DECATHLON & HRX , Handling external or internal communication, Managing clerical or other administrative staff, Maintaining arranges meetings by scheduling appropriate meeting times, planning refreshments Manages correspondence by answering emails and sorting mail, Assists in planning and arranging events, Manages staff expenses request.  Auditing & Maintaining accurate records for employee such as personal file, leave record and whole macro and mini administration work such as House keeping., etc.

· Worked in Euro Footwear Ltd., Unnao, as an Incharge in HR cum Payroll and Administration Department, from August 2014 to April 2016 .

Job Profile: Handling all types of works related with Personnel Department.

· Worked in N. Glamour Services Pvt. Ltd., Allahabad., as on the post of Coordinator, from Jan 2012 to Aug 2014.

Job Profile: Handling the work such as: Details of Employees and their Salary, etc.


PROFESSTIONAL QUALIFICATION:

Name of Examination	College & University/Board	     Major Subjects

	
 (
Nips College of IT & Management,
Allahabad.
  (
P.T.U., 
Jalandhar
)
) (
Master
of
 
 Business Administration (M.B.A.)
 
Session (2009-11)
) (
HR  
& Marketing 
)










Name of Examination               College & University/Board        Major Subjects
 (
HR, Finance, Marketing, C.I.S.
) (
Bachelor 
of
 
 Business Administration (B.B.A.)
Session (2006-09)
)
United Institute of Mgmt.,
Allahabad. 

(C.S.J.M.University, Kanpur)





EDUCATIONAL QUALIFICATION:


Name of Examination          College & University/Board         Stream  
 (
Jamuna
 Christian Inter College,
Allahabad.
(U.P. Board)
Jamuna
 Christian Inter College,
Allahabad.
(U.P. Board)
)
 (
Matriculation
(Year 2003)
Intermediate
(Year 2006)
) (
Science 
(English medium)
Science 
(English Medium)
)










BASIC EDUCATION:

Boys’ High School & College, Allahabad, U.P.
EXTRA QUALIFICATION:


· Have achieved the “Certificate in Computer” including DOS 6.22, Window 98, Window 2K, MS-Office 2K, Window XP & internet.

· Having certificate in CCC from “DOEACC (NIELIT) Society.“
Achievement:
Got the 2nd position in 1st semester of M.B.A. in the college and was awarded by the college for that performance.

PERSONAL PROFILE:

1. Date Of  Birth			26th September, 1986
1. Permanent Address		655/337, Dariyabad, 
Allahabad, Uttar Pradesh.                                                                 
1. Father’s Name			Mr. Khalid Pervez
1. Father’s Occupation 		Retd. Administrative Officer (A.O.),   
                                                     (C.G.H.S.)
1. Marital Status			Married
1. Gender				Male
1. Language Known		English and Hindi
1. Nationality 			Indian
1. Height				5’4”



HOBBIES and INTEREST:
· Interested in Teaching and give lectures in some specific subjects.

· Listening Music & playing Cricket and also love to play with kids.

DECLARATION:
I hereby declare that all the above-furnished information is true and correct to my knowledge and belief.


DATE:

PLACE:Allahabad							(TABISH SIDDIQUI)
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