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Career Aspiration
To attain a challenging Job In a dynamic and growth-oriented organization when I can utilize my knowledge, skill and abilities efficiently and work to the best my potential with patient’s consistency and team spirit for the betterment and progress for the organization.
SUMMARY
· About 09 years experience in HRD Department.  

· About 2 years experience in SEO support work in IT Field.
EDUCATION QULIFICATION
· MBA Emperial Institute of Management Science & Research in Delhi.
· Bachelor of Computer Application (BCA) conducted by Bhanja Bihar University (Berhampur) Orissa in 2010.

· Intermediate from K.K. College passed in 2006
· Matriculation from Brahmandeo high school, passed in 2004

 TECHINICAL SKILL
· Programming language: C, C++, JAVA

· Data base management: ORACLE, RDBMS & SQL

· Script language: HTML, Java script, Photoshop & Inw

· Operating system; MD-DOS, UNIX LINUX, MS OFFICE PACKAGE, WINDOS 98...2010, XP

      Extra skill: Hardware & Typing

 SEMINAR
· Heart and soul of computer.
· Page replacement.
· Standard developer and life cycle.
 PROJECT
· Hospital management
EMPLOYMENT HISTORY :

· M/S TEXTRADE INTERNATIONAL LIMITED from 20th October 2014 to till as Assistant Manager HR & Admin, Compliance.
· M/s GHCL Limited from April 2012 to 18th October 2014 as Sr. Assistant HRD.
· M/s Shekhawati poly- yarn ltd from 23 Oct-2011 to 01 April-2012 as Assistant HR.
· M/s Sutlej Textile & Industries Ltd from August-2010 to October 2011 as Assistant HR.

· AUROIN, BBSR ORISSA from Jan 2007 to December 2009 as Software Team Leader.
CURRENT WORKING
M/S TEXTRADE INTERNATIONAL LIMITED.
Capacity: Assistant Manager –HR& Admin, Compliance
Duration: 20 October 2014 to till date 
Job Profiles:-
Attendance & Leave Management:
1. In & Out Set for audit requirement.

2. Periodical MIS on Attendance, Absenteeism.

3. Late & Early Coming Report Daily Basic.

4. Leave Administration staff and worker.

5. Over Time Management Daily Basic.

6. Actual Attendance Updating and checking daily basic.

7. Leave/OD/C-Off Entry - Staff & Worker

Pay Roll & Bonus Contractor Billing Management.

1. Salary and wages Administration for staff and workers.

2. Apprentices Stipend.

3. PF & ESIC Online Challan Generated and submitted.

4. Pay slip & Wages slip generation & Distribution.
5. Preparation the salary Breakup Structure for new employees.

6. Preparation the Arrears salary and Challan. 

7. Handling the WC Policy.
8. Group Personal Accident.
9. Group health insurance.
Statuary & Legal Compliance Management.

1. Factory License (Form No-4)
2. GPCB Consent License
3. Fire Noc
4. Contract Registration Certificate (Form No-2)
5. Register of Contractor (Form No-12)
6. Food License
7. Sanitation Certificate
8. Labour License -Periglow (Form No- VI)
9. Stability Certificate (Form No-01 A )
10. Adult Register, Form No-D

11. Bonus Register
12. Over Time Register  form No IV
13. Muster Rule Register
14. Wages Register.
15. Maternity Benefit.
16. Submission of ER-1 & ER-2.

17. Fact Act Annual Return.
18. Shift Schedule (Form-14 )
19. Paid Holiday
20. LWF Challan
21. PF. Form 05,10&12A.

22. PF Annual Return Form 6A & 3A.

23. ESIC Half Yearly Return. 

24. Welfare Fund Act Deposit in Fund A/C.

25. Apprenticeship Trainees, Exam Forms & Returns.
26. Environment Return (Form- IV &V)
27. Hazardous wastage disposal (90 days)
28. All Committee meeting Like (Works Committee, Internal Works Committee, Health and Safety Committee, Machine Safety Committee, Canteen Committee, Fire and Safety Committee, Prevent of Sexual Harassment Committee, Grievance handling committee, Security Committee, Energy and Environment committee)
29. All Training Like (First Aid, Chemical Handling, Waste Handling, Byers Code of Conduct Trg, General Awareness of SA-8000, Log out and Tag Out Training, Mock Drill (Fire/ Evacuation/ Environment) Trg (Day Night), Hygienic Trg /Check list, Sanitation Trg)
Daily /Monthly MIS preparation

1. Daily MIS Report Division Wise.

2. Daily MIS Report Line Wise.

3. All Contractors Billing.

4. Monthly MIS Report.

5. Wages Analysis report.
Employee Joining and left Formalities

1. Joining formalities –Offer Letter, Appointment Letter. Confirmation Letter.
2. Staff Mediclaim formalities. 
3. Bank Account Opening and I-Card Distribute. 

4. Monitor and Cross check the staff personal files with complete necessary record.

5. Leaving employees. Reliving letter, Experience letter

6. Full & final statement of services

7. PF Withdrawal Forms.

8. Gratuity and Bonus formalities for F& F statement.
Health, Safety, environment and Security:

1. Ensuring safety and security for the facility, emergency response plans,  training of office emergency procedures
2. Leads the implementation of company safety and health programs.

3. Ensuring the building meets health and safety requirements and PP Plan and Issuing Register 

4. Develop, implement, and improve safety procedures and programs

5. Arrange and coordinate for safety committee meeting and compliance as per statutory requirement.

6. Maintain First Aid facilities across the premises 

7. Ensuring the Fire fighter and First Aider available in all shift.
GOVT LIAISONING AND PUBLIC RELATION 

1. State Labour Authorities: Factory Inspector, Labour , Fire, Food  & Employment Department
2.  Central Labour Authorities: P.F and Esic 
3. District Administration: Police, RTO etc
4. Forest & Environment: State Pollution control Board
5. Power & Infrastructure: Electricity Board, GIDC, Municipal Corp., Telecom etc
6. Local Bodies: Gram Panchayats, NGOs etc
AUDIT MANAGEMENT :

1. Certification Audit: ISO-90001-2015 /OHSAS-18000-2007/ SA 8000-2014 /GSV/CTPAT / SEDEX

2. Byers Compliance Audit: IKEA, WALMART, KHOLS, TCHIBO, ITMF, TARGET, AMAZON etc
3. Govt UP Inspection Audit: Factory inspector, Labour inspector, PF inspector etc

Reporting to (SR. Manager –HR&ADMIN/IR)
IT Experience:
Organization: I was working SEO Team leader in SEO (searching engine optimization)           company AUROIN, BBSR ORISSA.

      WORKIN EXP: JAN 2007 to December 2009.
Job profiles:-

· Collection domain and selecting contact us from.

· Tools for issue finding

· Page rank check-check manually in Google toolbar

· Title relevancy-domintools.com

· SEO score –domaintools.com

· To check dimoz listing-dmoz.org

· To check yahoo back links-yahoo.com

· Canonical issue-check manually from the web site

(Independent handling of all responsibility of my Department)
PERSONAL DETAILS:

NAME: Birendra Behera

FATHER: Sri, Lingaraj Behera

DATE OF BIRTH: 7th may 1989
NATIVE ADDRESS: AT-MALESWARI
                                    PO-MALUD
                                    DIST-PURI

                                    STATE -ORISSA 
                                    PIN-752030
LANGUAGE: English, Hindi and Oriya, 
HOBBIES: Reading Book, interaction to each other and leadership

NATIONALITY: Indian
RELIGION: Hindu
DECLARATION
I do the declare that all information written above is true to the best of my knowledge and belief.
Place









Birendra behera

Date   









   (Signature)                                                                                                   
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