
CURRCULAM VITAE

KUNDANSINGH
TriveniNagar,BehindPankajHospital,
TalavdeRoad,Nigdi,Pune.
MobileNumber–7447394606
EmailID–kundar_aquarius@yahoo.com

Tobestutilizemyskillsandknowledgeacquiredthroughoutmystudies&workexperience,towardsbuilding-up
mycareerandaddingupvaluetotheorganization.

 Morethan3yearsofexperienceinthefieldofHR&AdminwithreputedcompaniesExperienceinthefieldHR
administration.

 Successfullyparticipatedinwagesagreement.

 Handledallcontractlaborsandproactivelyinvolvedinallareasoffacilitymanagementpointofcontactsof
employeedata&KRA

 Responsibleforstatutorypayments.

 Recruitment&Selection.

 JobAnalysis&KRA.

 Training&Development.
 EmployeeRelation/Welfare.
 PerformanceManagement.
 StatutoryCompliances.

CompanyName–PaySquareconsultancyPrivateLimited.
Designation–PayrollAssociate
Duration–Nov’2021totilldate

Managingandadministrationofthecompanypayrollsharedservicesandensuringcomplianceandaccuracyinmonthly
payrollactivities.
Handlingendtoendpayrollprocessingactivity.
Datamigration.
Implementationofsalaryinputs,revisionofsalary,addingallowancedeductions.
Maintainingemployeespersonalfileforcompanyrecord&compliance.
Issuancesalaryslip,appointmentletter&confirmationletterforemployees.
Efficientlydeliveronallaspectsincludingmonthlyattendancedatacompletion,leavemanagementpayrollplanningand
havingcontroloftheissues.
Managingemployeemasterfile.
Planningandexecutionofmonthlypayrollprocessing.

CareerObjective-

CareerSummary-

KeySkill–

ProfessionalExperience–



PreparingandcheckingthedocumentslikePFchallans,ESIchallansandprofessionalTax.
Resolvingemployeesquerywiththistimelyupdatepayrollrecordsandindividualemployeedataforalldepartments.
Employee’sonboarding&joiningformality.

CompanyName–AMLLightingPrivateLimited.
Designation–Executive–HR
Duration–April2020toOct2021

 Managingandadministrationofthecompanypayrollsharedservicesandensuringcomplianceandaccuracyin
monthlypayrollactivities.

 Handlingendtoendpayrollprocessingactivity.
 Datamigration.
 Implementationofsalaryinputs,revisionofsalary,addingallowancedeductions.
 Maintainingemployeespersonalfileforcompanyrecord&compliance.
 Issuancesalaryslip,appointmentletter&confirmationletterforemployees.
 Efficientlydeliveronallaspectsincludingmonthlyattendancedatacompletion,leavemanagementpayroll

planningandhavingcontroloftheissues.
 Managingemployeemasterfile.
 Planningandexecutionofmonthlypayrollprocessing.
 PreparingandcheckingthedocumentslikePFchallans,ESIchallansandprofessionalTax.
 Resolvingemployeesquerywiththistimelyupdatepayrollrecordsandindividualemployeedataforall

departments.
 Employee’sonboarding&joiningformality.

CompanyName–BusybeesLogisticsSolutionsPvt.Ltd.
Designation–Executive–Admin
Duration–April’18toMarch’20

 HelpdeskforPANIndia.

 PreparingMISreport.

 MakingUser’sonHELPDESKtoPANIndia.

 AssigntheHelpdeskTicketstoConcernPerson.

 MakeaDailyReports.
 Maintaintherecordsofstationarypurchase&Distribution.

CompanyName–HLM IndiaPvt.Ltd.
Designation–Executive–HR
Duration–July’16toFeb’18

 Salary&wagesAdministration–Staff,Trainee,&contractualworkers.

 DailyAttendanceofStaffinmusterroll.

 Settingofbillsofcontractorsrelatedtolabor.

 Maintainingofleaverecords.
 MaintainedTrainingRecord.
 Coordination/DiscussionwithHOD&workers.

 Preparationoffull&finalstatementtotheemployeesishavingtheorganization.

 Officemaintenance&HousekeepingFunction.

 HandelwithManpowerPlanningrecruitmentselection,induction.
 Employee’swelfareactivities.
 Recruitmentofnewworkerswithallformalities/Documentationwithinweekfrom requirement.



 ToReviewandupdatestatutorycompliancelistmonthly.
 SubmitallStatutoryReportsonorbeforeduedate.
 TocollectPF,ESI,PaidChallansmonthlyby20thofeachmonth(company&Contract).

 Reviewofsystem index.

 ToMaintainManpowerratio-below10%ofproduction.

 ToPrepareTrainingPlanbasedonnorms&Process&monitoritmonthlyplanvs.Actual.
 ToimpartOJTtonewrecruitswithin3daysofinduction&maintainmonthlyrecordalongwitheffectiveness.

 TofulfillallrequirementsasperISO.

 ZeroAccident.

 SafetyandFirefightingTrainingtoEmployeequarterly.
 SafetyAudit.
 Welfareofemployees&motivationalSchemes.
 Canteen/Security,Transportation,Housekeeping.

 PassedMBA(HR&MKT)intheyear2011from St.BoscoCollegeofManagement,Lucknow.
 PassedMA(EnglishLitt)intheyear2009from KanpurUniversity.
 PassedBachelorsinArtintheyear2007from AllahabadUniversity.
 PassedHSCinScienceintheyear2004from BiharBoard.
 PassedSSCintheyear2002from BiharBoard.

 DiplomaofCTTC(ComputerTeacherTrainingCourse)From SocietyofInformation Technology&
Development(SITD).

 DiplomaofPGDIT(Postgraduatediplomaininformationtechnology)From SocietyofInformation
Technology&Development(SITD).

DuringMBA–

TwomonthsProjectworkatdetails(ALeadinggarmentExporthouse)onthetopic“AStudyontheeffectivenessof
theRecruitmentProcess”.

 Smartworkingattitudewithdedicated,organizedandsystematicwayofworking.
 Goodwrittenandverbalskills.

 Abilitytoworkinmulti-culturalenvironment.

 Quicklearner&executor.

Name :KundanSingh
Father’sName :Mr.DevendraNath

DateofBirth :01stJan1988
Nationality :Indian

Academics-

ExtraCircularActivities-

ProjectWork-

Strengths-

PersonalDetails-



Sex :Male
MaritalStatus :Married
Language :English,Hindi,BasicofFrench.

IbelievethatIwouldbeanexcellentadditiontoanyorganizationthatchosentogivemeanopportunitytoemploy
myskillsnotjustbecauseofmytechnicalabilitybutalsobecauseofmypassionenthusiasm andwillingnessto
learn.

KundanSingh Place-Pune

Summary-


