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                                                     RESUME 

PANKAJ MALVIYA

C/O C.S.MALVIYA ACHRAJ TOWER-1,                                                        FLAT NO.-G-6, CHAONI, NAGPUR (M.S.)-440013. E-mail Id: pankajmalviya34@gmail.com

                                                                                                 

Phone No: 9552658719

· Career Objectives: 

· To join a company and work in a creative and challenging environment utilizes my skills, abilities, innovative ideas and flexibility in work.

Educational Qualifications:

B.COM, LL.B., PG Diploma in Labour Law & Industrial Relation.

	· Exam
	· Year
	· Board/University

	Diploma Labour Laws
	· 2001
	· B.V.V. Bhopal

	· LL.B.
	· 2000
	· B.V.V. Bhopal

	· B.Com.
	· 1997
	· B.V.V. Bhopal

	· H.S.S.C.
	· 1993
	· MP Board

	· S.S.C.
	· 1991
	· MP Board

	· S.S.C. General Studies
	· 1991
	· MP Board


· Computer Knowledge and Typing Activities:

· Microsoft Office.

· Language-c++ Basic

· Operating system-Dos      

· M.P.Government Typing examination passed in Hindi & English.

· Professional Experience:

1. Worked as a “Law Officer” at State Bar Council of Jabalpur & Distt.Bar Association Hoshangabad (M.P.) (11th August 2000 to 30th August 2005),

2. Worked  as  a “Administrative work/ Handle to Court cases/HR” at Bazargaon Paper& Pulp Mills Ltd./Apex Paper Mills from Nagpur (M.S.)(1st January 2007 to 31st July 2009), 

3. Worked as a “administration” at Nishit Thermit Alloys Pvt.Ltd. Nagpur (M.S.)(1st January 2010 to 31st May 2010),

4. Worked as a “Admin Executive” at Nitika Chemicals Nagpur (M.S.) (2nd June 2010 to 30th  November 2010), 

5. Worked  as  a “Legal Advisor” at Phoenix Infra Estate International(P) Ltd. Nagpur (1st  December 2010 to 31st March 2011),

6. Worked as “Personnel Officer” at Varam Bio-energy (P) Ltd.Bhandara Near Nagpur (M.S.)(5th April 2011 to 30th August  2011),

7. Again worked as a “Legal Advisor” at Phoenix Infra Estate International (P) Ltd. Nagpur (M.S.) (1st September 2011 to 30th April 2012).

8. Worked as a “Legal Officer” at M/s.B.Himmatlal Agrawal Pvt.Ltd. Nagpur (M.S.) (1st January 2014 to 31st December 2014).

9. Worked as a Legal Officer at M/s.Integrated Marketing Inc. Nagpur (M.S.)       (1st January 2015 to 27th July 2018).
Job Responsibilities:

1. Administration, HR, Liasoning and Legal local for us,

2. Handled all documentation/correspondence with local Admin, Statutory compliances like Pollution Control Board, Police dept, MSEB, NMC, Factory Inspector, DIC, Ground water survey dept, Boiler Office etc,

3. Handled Legal documentation, Legal consultant + all court cases, Legal agreements including MOU & Sale deed with clients, Partners & experts,

4. Also maintaining Employee records, Payroll & benefits admin, Employee engagement and Welfare activities, Key and critical talent management and succession planning, Attendance, Leave admin, Employee exit formalities, Grievance handling, and statutory compliance to various laws, Housekeeping & Facilities management & travel ad office procurement, Entries for sale and purchase account in super light house system,

5. Day to day attendance sheet maintained & contract labors preparation reporting,

6. Daily KRA report submits to M.D., Incentive scheme, and EPABX like CCTV camera installation. Maintenance of assets registers.

Hobbies:

· Readings Books, Playing Cricket.

Personal Strength:

· Communication skills.

· Inter personal skills.

· Ability to work under stress.

· Team player.

Achievements: 

· Got best performer prize in current organization. 

· Consistently achieved targets.

Personal Information:

Father’s Name


:
Shri S. L. Malviya

Date of Birth


:
18th May 1976

Place of Birth


:
Betul (M.P.)

Nationality


:
Indian

Religion 



:
Hindu

Languages Known

:
English, Hindi, and Marathi.

Important Information for Wages:

Expected CTC


:
3 LAC
Expected CTC


:
Negotiable

Exp




:
13 years & 11 month
Rason for Change 


:
Better prospect... 

Declaration

I hereby declare that the above information is true to the best of my knowledge.

Date
:09.09.2019
Place
: Nagpur [M.S.]                                                                                                                      
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                                                                (Pankaj Kumar Malviya)                                                                                                                                          
