Sample Attorney Resume
Sample Resume to Qucikstart your resume preparation, enhance your ability to generate a resume to find the right job.
	Vinay Rathod,
341, 4th main, 2nd Street,
1st block, Bangalore 560023,
(080)- 0000-0000. 

OBJECTIVE:

Seeking a challenging carrier position in a professional environment enabling to act as valuable resources in administration, personnel, Human resources and Industrial Relation.

WORKING EXPERIENCE:

Current Assignment

Organisation 
NTL ELECTRONICS INDIA LTD, UNIT-II, PLOT NO. 323, CAMP ROAD, UPSIDC, INDUSTRIAL AREA, SELAQUI, DEHRADUN (UTTARAKHAND).
Organisation Profile 
NTL is a Group of companies and manufacturer of Electronic components and assemblies and white goods industry. Today NTL holds a prominent position in the Indian Lighting Industry.

Duration 

Since 09th July 2009 till date.

Designation 
Sr. Executive- Personnel & Administration ( Dehradun unit having 480 manpower)

Job Responsibilities:- 
· Recruitment and Selection, Placement

· Responsible for Time Office Management, Wages and Salary Administration

· Gate Controlling, Responsible for Employees Attendance, Security Management

· Training and Development, Performance Appraisal, Maintenance of Training Record, Arrangement of Training Faculty.

· Responsible for Cab facility of female employees.

· Responsible for Maintenance of the personal files of the employees.
· Handling employee’s grievances on day to day basis.

· Initiate disciplinary action against delinquent employees.

· Responsible for Housekeeping, general administration.

· Liasioning with various govt. authorities under various act and local bodies i.e. DIC, ESI and PF office. Pollution deptt, Electricity deptt., Factory Inspector office, labour office.
· Inspection done when the authorities under the various labours laws, visit the factory 

( Labour laws Inspection, Inspection under PF Act, ESI Act, Factory Act, Gratuity Act, Apprenticeship Act and Contract Labour Act.)

· Responsible for renewal of factory license.

· Registration of Contractors, Deployment of Contractual Labour.

· To maintain interaction and counseling of the associates.

· To maintain discipline in the factory.

· Meeting statutory requirement on time.

· To control absenteeism and turnover of associates.

· Manpower fulfillment.

· Control of the administrative expenditure.

· Different Reports generate for H.O.

Past Assignments:

· 1.
Organization 

- Accura Bikes Pvt Ltd., Dehradun, 

Designation 

- Human Resource Executive
Duration 

- Since 01st Feb.  2009 to 08th July 2009.
· 2.
Organization 

- Canadian Computer & Mgt. College (CCMC), Dehradun 
Designation 

- Councelor
Duration 

- Since July 2005 to August 2006.
· 3.
Organization 

- Divine Institute of Fashion Designing and Modeling, Dehradun, 

Designation 

- Counselor and a Modeling Faculty
Duration 

- Since June 2004 to July 2005.
PROFESSIONAL QUALIFICATION:

Master of Business Administration (MBA) from Shri Guru Ram Rai Institute of Technology and Science, affiliated to Uttarakhand Technical University, Dehradun.

SPECIALIZATION:

Major                            -    Human Resource Management
Minor                            -    Marketing.

ACADEMIC QUALIFICATIONS:
M.A. (English Lit.) from M.K.P (P.G) College, Dehradun

B.Com from D.A.V. (P.G) College, Dehradun

12th from Hilton’s School, Dehradun

10th from Omkarananda Saraswati Nilayam, Rishikesh
ADDITIONAL SKILLS:

Proficient with Microsoft Office (Word, Excel, PowerPoint) and Internet


