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                  Jay krishan 


          C/o Rakesh Sood  
                                     
   
Wz-389, Palam Village
          New Delhi-110045                                                                                    

               Mob.-7838183006


                Off.-124-4725309
Email- Jay1.krishan@gmail.com 
Objective
A Challenging Position in a professional organization where I can boost my strength and my skills in favor of organization.

Technical  
 C.I.C. from I.G.N.O.U. Patna (June 2000).

Qualification
 Hons.Diploma in Network Centered.–Computing from NIIT.Patna (2000).


 Quality Management Program at NIIT. Patna (2000)

Educational
B.Sc. (Phy.Hons.) With Bhagalpur University, Bihar (1999).

Qualification
I. SC. BIEC, Patna (1993).

                              
10th passed in BSEB, Patna (1991).

Professional 
 MBA passed in MDU, Rohtak. (Dec. 2014).                                            

Qualification
Admin. Experience:   
  

1). 8 month experience as Admin. Executive in Sakha Engineers Pvt Ltd. Period (24 Apr. 2010 To 9 Jan.2011).
2). 5.4 years experience as Admin. Executive in Ferrous Infrastructure Pvt Ltd.(Gurgaon). Period (10 Jan. 2011 To 16 May 2016).
Present Experience.    At present working as  Officer Admin./HR R-Tech Group Gurgaon[Real Estate company] (17May 2016 To Till Date)
Job Responsibilities

· To handle all administrative work.

· Manage all files and office record maintain. 

· MD and Chairman File, document record update.
· Time Office, House keeping, Security, Office Boy, Pantry Boy and Cafeteria Supervision. 
· Coordinating menus for breakfast, lunch and evening meals.

· Cleaning services- Daily cleaning, Special cleaning, Segment Cleaning.
· Support services- Front Office, Back Office, Labour supply, Welfare Facilities.
· Property services- Building, Ground, Energy, Environment management.
· Catering services- Vending Services, Catering management.
· Security services- Surveillance, Physical Security, Work Place Emergency
· Ensuring that all staffs are working hygienically at all times.

· Keeping a clean, tidy and safe environment for customers and staff.

· Ensuring stock levels are maintained and wastage controlled.

· Maintaining Vendor Relationship, Physical verification, checking, Receiving of Material.
· Security Maintain and properly check timely.

· Handling the responsibility of Making Associates Smart Card.

· Vendor Management & Office Administration related to Office Assets.

· Updating Assets List of the Company. 

· Stationary maintain record, stock handling Printing of stationary & visiting card. 
· Petty Cash Handling Client gift and office related purchasing.
· Safely & security of employee.
· Rail and Air ticket travel booking, Event management, Office Management.
· Booking tickets for employees through make my trip portal.
· Document check properly and employee file maintain.

· Leave file maintain, ESI, Gratuity, PF file month wise update.
· Generating Employee codes, Maintaining all  HR Registers, Joining and Left formalities
· Attendance sheet manual and thumb rider (Parallel line properly maintain.

· Preparation of ESIC & PF Challan, UAN Number Generation, ESIC Number Generation & ESIC Accident Report file.

· PF Pension document preparation and Submission to EPF Office.

· ESIC & PF Grievance handling & Coordination with Govt Authority.

· Sound Knowledge of ESIC & PF Registrations.

Personal Information

Name 
        

 Jay Krishan

Father’s Name           
     
 Late Binoy Kumar Sharma

Date Of Birth
       

1st March 1977

Marital Status            

 Married
Sex                             
         
 Male

Permanent Residence
                Late Binoy Kumar Sharma

                               

  S/o Jay krishan  




  At- Puranigunj Kathal talle 




  Munger (Bihar)


                Pin Code-811201     

Nationality

                Indian

Languages Known

 Hindi and English

Current  In hand Salary 
         
22500 PM  
Open to Locations.                     
 Yes

Current Company
         
 R-Tech Group. 

                                                     
 (Real Estate Company) 

Current Work Location
          
 Gurgaon

Current Designation

 Officer Admin. /HR

Reporting to 

           
 GM (HR & Admin.) 

Preferred Work Location
           
 Delhi NCR
Total Work Experience
          
9 years

Notice Period

           
 20 Days         

Hobbies

            
 Books and News Paper. Social work like poor child 

                                                           Help throw AIIMS doctor.     

Strength                  
               Good leadership skill with the ability to motive the team 

                                                          Developing a positive attitude.
Date –


                                              Jay Krishan                                                              

                                                                                                         Signature

Place- New Delhi

