   Curriculum- vitae



                                                                                                                               [image: image1.jpg]




GULAB GIRI

Vill-Satbhaiya, Post-Naxalbari,



       


 
Dist-darjeeling, West Bengal-734429

Mobile- 7468843354
Email-   gulabgiri23@gmail.com 






Objective
 To work in an organization where I can provide some valuable inputs that will help the organization in achieving its goal and also me in achieving my goals. 
Work Experience
Company   :
A1 Force Security (P) Ltd.

                           Champasari, Siliguri, West Bengal.

Role
       :
Administrative Officer 
Period        :
From July 2017 – Till Date.

Job Profile:
· Administrative support to the managing Director and Manager.
· Manage monthly payroll statement preparation for employees of Head – Office as well as site Office.  .

· Coordinate communications with other divisions and external parties.

· Maintains vacation planning and makes notes of absences and other time reporting.

· Prepare correspondence, document revisions, copies, outgoing/incoming mail and courier and distribution of documents.

· Authorized representative of the company for all the legal issue- Represent the company in the court, labor law office for any legal issue.

· Distribute salary and look after all the issues related to Provident fund, ESI of the employee.

· Look after all the worksite of the company, responsible for the smooth functioning of the company. 

· Typing various letters and documentations.
· Acting as one point contact for all administrative matters like attendance, canteen management, guest house management, maintenance, and repairs of company’s assets, Telephone lines, mobile phones, logistics and courier services, procurement, storage and issue of stationery and compensation of employees.
· Ensuring that client’s invoices are processed on a timely basis; Ensuring that departmental suppliers are always available.
Company   :
 Yakthung Manpower & Security Services (P) Ltd.

                           Phasidewa more, Amarpally, Siliguri, West Bengal.

Role
       :
Administrative Manager

Period        :
From Apr 2014 – May 2017
Job Profile:
· Administrative support to the managing director and Manager.
· Handle the entire spectrum of activities across providing facilities support and efficiently record management and house-keeping/tea/coffee/water services.
· Acting as one point contact for all administrative matters like and attendance, canteen management, guest house management, maintenance, and repairs of company’s assets, Telephone lines, mobile phones, logistics and courier services, procurement, storage and issue of stationery and compensation of employees

· Liaised with Vendors and Agencies for signing effective corporate deals and contracts for AMCs.

· Scheduling meetings, making arrangements for refreshments if required; ensuring that the necessary Equipments are available and working for the meeting. 

· Coordinates internal and external meetings.

· Manage monthly payroll statement preparation for employees of Head – Office as well as site Office.  .

· Maintains vacation planning and makes notes of absences and other time reporting.

· Prepare correspondence, document revisions, copies, outgoing/incoming mail and courier and distribution of documents.

· Authorized representative of the company for all the legal issue- Represent the company in the court, labor law office for any legal issue.

· Distribute salary and look after all the issues related to Provident fund, ESI of the employee.

· Look after all the worksite of the company, responsible for the smooth functioning of the company. 

· Make travel Arrangements and bookings; Typing various letters and documentations.
· Ensuring that client’s invoices are processed on a timely basis; Ensuring that departmental suppliers are always available.


Company  :
 Advanced Institute Of Management

                           Nehru Place, New Delhi.

Role
      :
Manager Admin

Period       :
From April 2012 – March 2014.
Job Profile:
· Administrative support to the Managing Director

· Counseling the students and taking care of their all the service related issues.

· Dealing with Clients for any issue related to billing, services etc.
· Acting as one point contact for all administrative matters like and attendance, and repairs of company’s assets, Telephone lines, mobile phones, logistics and courier services,  storage and issue of stationery and compensation of employees.
· Coordinates internal and external meetings.
· Prepare correspondence, presentations, document revisions, copies, outgoing/incoming mail and courier and distribution of documents.
· Make travel Arrangements and bookings; Typing various letters and documentations.
Company : 
 Shukla and Associates Management Consultancy
                           Harbans Market, sec-27, Noida

 Role
     :
 HR executive
Period      : 
From July 2011 – March 2012.
Job Profile:
· Maintenance of all the records under Factory acts & labour laws i.e., attendance registers, salary register, wage slips, leave books etc.
· Handling all the issues related to Labour law.
· Provident fund, E.S.I matters.
· The payment of bonus act, payment of gratuity act & other relevant acts.
· Dealing with Clients for any issue related to billing, services etc.
Skills:

· Administrative Support

· Confidential Correspondence

· Records Management

· Customer Service

· Interpersonal & Communication Skills
Academic Qualification:
· MBA (HR) from Maharshi Dayanand University (Rohtak) in 2013.
· Graduated in Business Administration, from Jamia Hamdard University in 2011.
· Intermediate in commerce from West Bengal Board in 2007.
· Matriculation from West Bengal Board in 2005.
Professional qualification:

· Diploma in International Management and Technology (DIMT) from SOFTDOT Institute, South ext. at New Delhi.
· Course on Computer Concepts from National Institute of Electronics and Information Technology.
· Diploma in Computer Application from Arise Computers.
Technical Qualification:

· M.S. OFFICE

· INTERNET
· PAYROLL
Projects:

· Comprehensive financial study of RELIANCE INDIA LTD.

· Marketing strategies and production management of HERO HONDA manufacturing units.

· Production and marketing strategies of MOTHER DIARY.
Personality traits:

· Honest

· Hardworking

· Adaptable
Hobbies:
· Listening Music
· Surfing Internet
· Playing Cricket
Personal Detail:
Father’s name                            -                       Sh. R.C. Giri
Date of birth                               -                       23rd Of May 1989
Nationality                                  -                       Indian
Religion                                       -                        Hindu
Marital Status                            -                        Married
Language Known                       -                        Hindi/English/Bengali
Expected CTC                             -                         Negotiable
Date:-……………..
Place:-…………….                                                                                    (GULAB GIRI)
