Resume

Krishna R. Nayak

Contact No: 09033012853
                                                                                                        A/8 Janki Apartment,

                                                                                                               Opp. Parshwnath Society,

Near, Vegetable Market, Ranip,
                                                                                                                       Ahmadabad -382480 ,Gujarat.
Career Objective:

To provide myself as a valuable and responsible asset for your organization and find challenging 
and growth oriented career in Human Resource & Administration and utilize my inherent talent 
and knowledge for my personal and organizational goals.
Educational Qualifications: 
Master of Business Administrative in Human Resource Management in 2013 from Karnavati Institute of I.T & Management Studies, Mahatma Gandhi University. 

Bachelor of Management Studies in 2010 from J.G Collage of Management Studies (S.N.D.T University). 
H.S.C in 2007 from Vishwaniketan Vidhyavihar (G.H.S.E.B).
S.S.C in 2005 from Aroma School (G.S.E.B). 
Project detail of Academic Carrier:
 Prepared a project on Amul – The Taste of India and Education visit at Indian Farmers Fertilizer Cooperative Limited (IFFCO) at Mehsana. 
Work Experience:
· Worked in Columbia Asia Hospital – Ahmedabad as a Management Trainee in Human Resource Department from 22nd June 2015 to 5th July 2016.
· Worked in a Dr. M.K. Shah Medical College and Research Centre and Smt. S.M.S. Multi – Specialty Hospital (Group Sumandeep Vidyapeeth, Dhiraj Hospital, Vadodara, Waghodia) at Chandkheda, Ahmadabad in Human Resource department, September 2016 to January 2017.
· Working with PVR Cinemas – Arved transcub plaza Ranip Ahmedabad as Assistant HR & Admin in Human Resource Department Since 1st August 2017.
Job Description:
· Recruitment:

· Assist to Human Resource Manager for sourcing in recruitment, training and development performance management, compensation and benefit management.

· Assist to Human Resource Manager for short listing of candidates and conducting preliminary interview & co-ordinate with Division Heads.

· Reference verification, Certificates & Documents verification. 

· End to end Recruitment. Medical Fitness process prior to Joining of the candidate.
· Process to Issue of Offer Letters, Appointment letters etc.
· Induction / Orientation:
· Assistant to Human Resource Manager for handling PPT to all level of employees
· Conducting feedback session with new joinee.
· Joining and Exit formalities

· Process the doctor Agreement and under monitoring of the HR Manager.
· Ability to manage business correspondence with minimum supervision.
· Compensation: 

· Handling Payroll Process
· Attendance consolidation in comparison with leave record

· Bank account opening
· Employee Exit:
· NO Due form issue & collection
· Full and final settlement
· Issues of experience, relieving letter
Skill Set / Competencies:

Effective Communication , Motivation , Team Management & Co- ordination , Sourcing and screening resumes , Assessment Skills , Decision making , Interpersonal Skills , Cross functional team Handling.
Computer Skill:

A. Operating System Windows 98/2000/XP/Vista/Wndo7

B. Applications:- M.S Office
Strength:

Sincere and committed to work responsibilities
Positive Attitude toward dedication, determination and discipline.
  Enthusiastic to learn new things.
Personal Information:
Name: - Nayak Krishna Rajeshbhai 

Gender: - Female 

Date of Birth: - 9th January 1990

Marital Status: - Single

Hobbies:-Traveling, Listing to Music, Watching Movie.
Languages Knows: - English, Hindi, Gujarati.
I Solemnly Declare That All Information Provide In My Resume Is True To The Best Of My Knowledge. 
Date: 2nd August, 2017
Place: - Ahmedabad
Thank You,

Krishna Nayak
