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Email: tirathpathak1230@rediffmail.com Contact No: (+91) 97276 70097

C a r ee r O b j e c t I v e
Looking for a challenging career in Human Resource, and Financial Sector which demands the best of my professional ability in terms of, technical, analytical and management skills, and helps me in broadening and enhancing my current skill and knowledge.

Ed uc at Iona l Qual If Icat Ion

	DEGREE
	INSTITUTE/UNIVERSITY
	SPECIALIZATION
	YEAR OF PASSING
	GRADE

	M.B.A
	IIPM,Ahmedabad
	Finance
	2013
	Second

	B.COM
	Saurashtra University
	Accounting and Finance
	2008
	Second

	H.S.C
	G.S.H.E.B
	Commerce
	2005
	First

	S.S.C
	G.S.E.B
	General
	2003
	First



P R O F E S I O N A L S K I L L S

TECHNICAL SKILLS-having a good knowledge of MS office, internet and html
COMMUICATION SKILLS-having a good ability to understand customers need with the help of good communication
ANALYTICAL SKILLS-having good ability to analysis the report and data of the company

W o r k E x p e r i e n c e s
1) Babu Lime Pvt.Ltd	(JANUARY 2020 TO CONTINUE)
· Worked as a Sr.H.R. Executive
Duties:
· Recruitment to Resign procedure of employees
-creation of Job description
-managing the hiring process including advertising, reviewing resumes, screening, hiring
-managing on boarding process for new employees and induction
· Employee Engagement Activities
-co-ordinate incentive programs such as awards, prizes, gifts, contests and promotions activities
· Training & Development of Employees
-on job and off job training
-behavioral training
-motivational training

· Policy creation and updating (HR Manuals)
-company policy, employee policy, leave policy etc.etc.
· Payroll handling
· PMS (Performance Management System) Handling
· Employees and labor Relation
· General Administration

2) Simero Vitrified Pvt. Ltd	November 2017 to January 2020
· Worked as a Sr.H.R. Executive
Duties:

· Develop apolicyfor marketing staff aswell asfor office staff
· Maintaining relationship withsaleshierarchy(President TOSales Executive)
· Checking marketing staff TA & DA and develop a policy for that Provides guidance on disciplinary action.
· HandlingPayrollofmorethen300+employeealsohandling contract baseemployees
· Preparing offer/appointment and various other letters and issue them to employee
· Provide Training to the employee
· Statutory Compliance & handing all activities of labor laws Pf. Esic, W.C etc.
· Looking after day to day office activities
· Travel & Ticketing booking
· Liaison with Government officials etc.
3) Ramesh war Pipe Industries Pvt.Ltd	August 2013- Aug 2017
· Worked as a Manager (HR &Admin)
Duties:
· Manages job recruitment, selection and promotion of county employees
· Develops and promotes appropriate personal policies
· Fosters a positive work environment and create effective employee- employer relations
· Provides guidance on disciplinary actions
· Provides employee development training (Motivation, Appraisal etc... Training)
· Payroll handling
· PMS (Performance Management System) Handling
· Employees and labor Relation
· General Administration


H O B B I E S A N D E X T R A A C T I V I T I E S

Like to listen music, enjoy socializing, and learn new things from different people

L A N G U A G E P R O F I C I E N C Y:	Gujarati, Hindi, English


P E R S O N A L D O S S I E R
Date of Birth	12-01-1988
Marital status	Married
Father’s Name	 Bhupendra Kumar Pathak

R E F R E N C E S

Dr.Hemang Vasavda (M.S. Neuro surgeon)                                      
Madhuram hospital
  Mob-9824041514
Rajkot-360003




Ms.Khyati Aacharya
Senior H.RBalaji Enterprises
Mob-7405745422	
Junagadh-362001
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