                                                  Shri Gurudev Dutt

               Application for the post of   Admin/HR Manager
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RESUME

BHATT KAMLESH NAVALKISHOR

Plot No.118,
Haridarshan Town Ship,

Airport Road

Bhavnagar-364001 (Guj)

Mobile No.9374213175

Email id : Knb241@gmail.com
CAREER OBJECTIVE: 

Intend to build a career with leading corporate of Hi-Tech Environment with committed and dedicated people, and make a significant contribution through my knowledge, skill and personal commitment for professional satisfaction of organization and individuals excellence and willing to work as a key player in challenging and creative environment which will help me to explore myself fully and realize my potential.

PERSONAL TRAITS:

I have a positive and cheerful approach even under stress. I always look forward to take on responsibilities. Dedication to work honestly is the tools while working.

Personal Data :

	1
	Name:
	Kamlesh Navalkishor Bhatt

	2 
	Address:
	Plot no. 118, Haridarshan Township, Airport Road
 Bhavnagar

	3
	Date of Birth:
	24.01.1967

	4
	Marital Status
	Married

	5
	Religion
	Hindu

	6
	Language Know
	English, Hindi, Gujarati


Educational Qualification:

	Name of the

Examination
	Marks obtained/out of Marks
	Percent Marks
	Month & Year of Examination
	Class

	H.S.C.
	313/600
	52%
	March-1985
	Second Class

	T.Y.B.Com
	404/700
	58%
	March-1988
	Second Class

	EMBA[HR]
	508/800
	63.5%
	Nov-2010
	First Class


Additional Qualification:

	Diploma in Export-Import from

Indian institute of international Trade-Bang lore.
	285/500
	57%
	January-2002
	Second Class


	Computer Literacy
	Dos, Word Star, Lotus, MS Office, Power Point, Excel and Word

Account software: Tally, Busy, Fast, Tata, profit


WORK EXPERIENCE DETAILS :

Experience: (25 Years)

Corporate:17 Years

Education:5 Years

Life insurance 3 Years
	Name of the Organization
	Designation
	Period
	Responsibility 

	Industrial Jewels (p) Ltd

 Bhavnagar
	Accountant
	01.06.88 to 13.01.92
	Cash, Bank, Sales Tax, purchase, all type of entry. JV Profit and Loss Account, Finance Planning, excise, excise return file, PF, P.Tax. Attendance, and all other work and lasing work with government

	M/s. Acrysil Ltd, Navagam, Bhavnagar

Joint venture with M/s. SCHOCK & CO, Germany

Having 80% export sales business

Manufacture is KITCHEN AINKS
	Sr. sales officer 
	15.01.92

To

22.09.04
	All type of data entry, prepare cheque, party payment, import documentation, export documentation, bill of entry, prepare sales invoice, TDS, Prepare PF Chelan, prepare Professional Tax Chelan, timely pay statutory payment. purchase, finance planning , professional tax, all type of return, new recruitment, salary and wages checking, excise, excise return, all import –export documents, bill of entry, Factory license, DGFT License, Gujarat pollution control Board License, check day to day record, RG Part one, RG Part Two, Excise Return, Modvat Credit,., 

	M/s. Circuit System India (P) Ltd, B-24. GIDC, Electronic Estate, Gandhi agar
	Sr. Accountant with admin
	23.09.04 to 31.05.05
	Party wise account checking, purchase bill checking, making GRN, bank reconciliation, Balance sheet, debtors, creditors, all type of report, salary and wages, TDS, purchase, finance planning , professional tax, all type of return, new recruitment, salary and wages checking, excise, excise return, all import –export documents, bill of entry, Factory license, DGFT License, Gujarat pollution control Board License, check day to day record, prepare full and final settlement.  Gate pass sign. RG Part one, RG Part Two, Excise Return, Modvat Credit,.

	M/s. Pur Opale Creations Limited, Village Akalbara, Padra, Baroda
	Administrative Manager
	01.06.05 to 

28.11.05
	All above work with account, TDS, purchase, finance planning , professional tax, all type of return, new recruitment, salary and wages checking, excise, excise return, all import –export documents, bill of entry, Factory license, DGFT License, Gujarat pollution control Board License, check day to day record, prepare full and final settlement.  Gate pass sign. RG Part one, RG Part Two, Excise Return, Modvat Credit

	ICFAI University, Ratandeep Complex, Bhavnagar.

(IIPS Bhavnagar Everonn Group)
	Administrative Officer 
	29.11.05 to 

10.12.10
	Implementation of latest HR modules having functions of atomization of all type of Leave, LTA, wages, PF. 

Manpower recruitment and Planning.monthely, quarterly and annual return of PF, ESIC. Daily Monthly Mis report for budgeting and costing Dept. Salary and Wages Preparation. Handling contract lab our, Legal Compliance, Doing Industrial Relation with Government Authorities and Grievance Handling. Responsible for smooth Operation of Time Office Dept. Induction Programme for New Joiners. Handling transportation and canteen. Organize the various culture programme. Handling housekeeping of whole unit. Implementing performance Evaluation Sheet. Preparing of Probation and Confirmation Data. Handling assets management. Security Management. Authority to Cheque Sign. Placement.

	Birla Sun Life Insurance
	Agency Manager
	01.07.11 to 31.07.13
	, Presentation, Recruitment, Event organization, and necessary  work, for  Target

	PNB MET
LIFE
	Sales Manager
	01.01.14
To

continue
	Presentation, Recruitment, Event organization, and necessary  work, for  Target


Sales: Target achievers, motivation to sales team, make new dealer and distributor, all type of sales report, find a new market, new idea for selling, daily report, new out side sources. Provide direction and leadership to Sales Team, Close co-ordination with corporate sales team to ensure, implementation of sales policies and Systems
I am know other then sales, Manage all the facilities and administrative activities of the, Offices, including HR/IR matters and liaison with internal /external authorities including government authorities, Manpower planning, recruitment activities, Compensation & Benefit, Performance Management System, Training and development of employees, Contribution to corporate decision making, Redresses of Employees’ Maintenance of Employees’ records, Joining formalities, terms of employment, termination, probation and confirmation, cash management, bank, marketing, service tax, EXCISE, creditor, Debtors, payment Planning, finance, purchase, security Management, assets  Management, cleaning    Factory Act,  PF. P.tax, General Administration, Foreign Trade, Budgeting, Review, , Legal, Induction, recruitment, ERP, IR, recruitment,  lasing work with government and other requirement of organization.

I abide for the above Information & it is True of my Best Knowledge.

                                                               KAMLESH BHATT

