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Carrcualam vitae

MeraniPravinbhai.M.
PATDI,DIST-SURENDRANAGAR
RUDRAKSHSOCIETY
Mo.no-9016662005
Emailid:dcsurendranagarr@gmail.com

As professionalhavingexperienceAdministrativeofficer&LegalWork,lookingfor
achallengingpositioningagrowthorientedorganizationwhereIcanmakethebestuseof
knowledgeacquiredsofar&alsoIcanenhancemyskillsalongwithtime.

CurrentAssignment :-
Administrativeoffice&legalAssistant.

Experience:

1.PHENIXCONSTRUCTIONTECHNOLOGIES(AdivisionofM &BEngineeringLtd.)”asa HRAssistant

inHR&ADMIN Dept.sinceJully2010Feb.2012.

2.GovernmentProjectcommissionerofschoolRastriyMadhayamikshikshaAbhiyan
Educationdepartment17April2012to30Sep2017DISTRICTCOORDINATORPALANPUR
DIST;-BANASKANTHA &04JAN2016SURENDRANGAR.

3.HREXECUTIVE,AYUKALPUAPPHARMA MORAIYASARKHEJ,BAVLA HIGHWAY,Ahmedabad
01/10/2017to31.8.2018

4.Administrativeofficer&LegalAssistant.S.D.Kukvavasr,Advocateofficepadti
Legalallmattersrevenue from .01/09/2018tocontinue

JobProfile:-

 TIMEOFFICEFUNCTIONS:

 GeneralAdministration
 AlllegalmatterUpdationofEmployeesData

 Generationofdaily/weekly/monthlyreport
 Fileupdationdataandfiilupdata

 ACTIVITIES:

 Handlinemployeegrievance&immediatesolution.
 Vigilance overdayto dayactivities and keeping the Management

InformedregardingtheemployeeGrievanceanditspossibleimpactand
participatinginresolvingissues.

 Allmanagementbydaydayfollowe.
 labourcontract.Wages.housekeepingwork
 Recruitmejointingformalities.interviewselectionemployee.
 Govermentprojectbyhendal300staffandHrExecutive90staffhendal.
 Hotelbookingmanagement,vondermanagement,
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 Vihclemanagement,Parkingmanagement.
 Allrevenuematterhendal.

 CompanyWELFARE:

 Responsibilityofplanning,distributingofuniform,shoes&otherwelfareitems.
 ArrangementsofMedicalAids,attendingtoHospitalizecasesetc.

Qualification:-

Educational:

 ContinueForBechalorofLowL.LB2020
 ContinueforCertificateJournalism andMassComminicationin
 2019
 CompletedHumanResourceManagementin2010
 CompletedT..Y.B.A(Economics)from GujratUniversityin2008.
 CompletedH.S.C(12th)from G.S.H.E.B.in2004.
 CompletedS.S.C(10th)from G.S.E.B.in2002.

ComputerEfficiency:

 DiplomaInComputerApplication.
 CCC

WellversedwiththeCCC ,M.S.Office,Internet Browsing.

PersonalDetail:

BornOn : 13thmarch1987
Father’sName: MrMavjibhai
Languages : Gujarati,Hindi&English
Hobbies : ListeningtoMusic,PlayingCricket&Socializing
MaritalStatus: Married

Yoursfaithfully,

Date Pravin.M.Merani

Place


