   PAVAN  GULIVINDALA
   E-mail:  pavang.mba18@gmail.com
                             Mobile:+91-7989839121
 OBJECTIVE:
            Looking for a challenging career in Human Resources with a progressive organization which can help me to enhance my skills and contribute towards the growth of organization.
Work Experience

Having    2.8 years’ experience in HR & Administration
· GRAMTEL SOLUTIONS (INDIA) PVT LTD

              Designation        : HR Executive. 

              Location              : Chennai

              Tenure                 : Feb 2014–March 2016
· GAYATRI PROJECTS LIMITED
              Designation        :  Sr HR Executive  

              Location              : Lucknow
              Tenure                 : July 2018–Present

Job Profile:
HR Responsibilities

· Handling the Payroll system of employees.
· Preparing various letters like offer letter, appointment letter, confirmation letter, increment letter, transfer letter, Absenteeism notice, warning letter, showcase notice, experience/service certificate, relieving letter, etc.

· Preparing Payrolls (Salaries, wages, Overtime Calculations, Medical claims, Leave Salaries, Gratuity, Bonus Calculations, Insurance etc.)

· Self-involvement in preliminary telephonic and personal interviews with candidates to ascertain their competencies, skills and aspirations (positions, salary, relocation aspects Etc.)

· Prepare the monthly salary processing data

· Processing payroll and designing CTC with break-up of Gross salary

· Delivering 'Pay-slips' with all statutory deductions & preparing 'Summary

· of Pay-slips' including leave calculations

· Every month update deduction details, Salary Advance, Over time etc.

· Prepare full and final settlement for resigning employees.

· Monitoring relieving procedures and settlement considering exit interview

      forms, No due certificates and the amount due from the employee.

· Prepare Monthly Mis reports 

· To conduct Training programs for development of employees

· Maintaining employee’s personal files and records, communicating HR policies & across the organization at all levels.

Statutory Compliances
· Add online new Joining employee details to PF and ESI website.
· Preparation Sheet for PF and ESI as per required format to online submission

· Generate PF ECR file and ESI challan.

· Submit PF ECR and ESI Challan Online

· Make Payment for PF and ESI online.

· Calculating Employees taxes, considering exemptions, savings &, deducting

· TDS in pay slips & issuing 'Form 16'

· Managing complete PF, ESIC cycle, PT, Legal Compliance etc.

· Provide support to employees in various HR-related topics such as PF, ESI, PT, Tax related issues and resolve any issues that may arise

· Ensure compliance with labor regulations

Administration Responsibilities:

· To organize Health camp and facilitate employees for medical services.
· Admin related bills processing and preparing documents for required financial approvals.

· Handling / Coordination / Follow-up with all vendors

· Taking care of processing of all type of purchasing like crockery / stationary / food
· Supervision of housekeeping, security & Temporary staff

· Booking of hotels, conference rooms & cabs etc.

· Booking of Flight, Train, Bus Tickets to Higher Officials and coordination with Travel agencies. 

· Processing expenses sheets and invoices.

· Develop and update administrative systems to make them more efficient.

· Responsible for financial accounts including budgets and cash-flow

· Preparing Cash Payment, Bank Payment, Journal, and posted the concern Ledgers

Technical Skills:
· Manual Testing, Automation Testing (QTP)

· HTML, CSS, Java Script, PHP, SQL
· C, Core java, Operating System

· Ms Office

· ERP HRM Tool.


Educational Qualifications
· Did M.B.A, HR&Finance from LVCE, Anna University, Chennai,2016-18 with 6.78 CGPA

·  Did B. Tech, Computer Science from SISTAM, JNTU Kakinada,2008-12 with 60%
· Completed Intermediate, MPC in Narayana collage, Board of intermediate,2006-08 with 86.5%

· Completed SSC in Geethanjali Public school ,Board of andhrapradesh,2006 with 79%

  Job Responsibilities:

· Payroll Management
· Statutory Management

· General HR and Administration
· Recruitment

Personal Details

Name                              
:  Pavan Gulivindala.

Fathers Name                  :  Ramachandra Naidu Gulivindala.

Nationality                      
:  Indian.

Languages Known
:  English, Telugu, Hindi, Tamil.
Date of Birth                   
:  26-07-1991. 

Gender                            
 :  Male.

Mobile                              
: +91 7989839121
E–mail         

    : pavang.1016@gmail.com
Hobbies                             :  Playing Cricket, Reading Books.

Declaration

           I here by declare that the above furnished particulars are true to the best of my knowledge.
PLACE:

DATE:                                                                                                    (G.PAVAN)
