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GirirajUpadhyaya	Email: girirajupadhyay07@gmail.com 35,C/5 Rampur Garden
Contact no: 9457555917
Bareilly-243002
Uttar Pradesh
CAREER OBJECTIVE


To succeed in an environment of growth and excellence. Earn a service which provides me stability and self growth along with the organization by professionally as well as monetary.
   I am an individual with passion for learning and drive for success, who can work with a minimum supervision, canASSETS

perform effectively and give my best to the efficiency.
     PROFESSIONALQUALIFICATION

· Passed M.B.A. from Invertis university, Bareilly in 2015 with 1stDivision.
ACADEMIC
· Passed B.Com (Honors) from Regional College Bareilly in 2013 with 1stDivision.
· Passed intermediate from NIOS Bareilly in 2010 with 1stDivision.
· Passed matriculation from Hartmann college (I.C.S.E.), Bareilly in 2008 with 2ndDivision.

PROFESSIONAL EXPERIENCE
ORAGNIZATION :- Mahindra Home Finance
DESIGNATION :- HR – EXECUTIVE

TIMEPERIOD   :- Dec 20 – March 21
· Looking after the whole Gamut of HR Activities of UP and UK Location single-Handedly .
· Maintaining records of the master data of all employees related to their personal and company related documents
· Short listing resumes and arranging technical training for the staff and verifying documents and employment screening background verification of new joined  employees.
· Conducting exit interviews and overseeing separation actions like full & final settlements.
· Responsible maintain records of selected candidates.
· Look after all procurement related to general Hr/admin work or any other special requirement from management.
· Verify and submit all administrative bills in accounts department on time and keep & updated the record of the same.
[bookmark: __DdeLink__293_1526399414]ORAGNIZATION :- ARTH Micro Finance Pvt. Ltd. DESIGNATION :- HR - EXECUTIVE
TIMEPERIOD   :- SEPTEMBER 2019 – April 2020
JOB PROFILE
Responsibilities
· Posted employment opportunities with various employment websites.
· Responsible for taking interview up to Credit Officer/Officer level with salary negotiation
· Taking  first  round	interview  of  upper	level,    and    line-up final  round	with concern person/department.
· Ensuring Employment verification of candidates from previous employer- Reporting Manager & HR.
· Ensuring Police Verification of candidates.
· Issuing Offer Letter after finalization of candidates.
· Responsible for preparing Data for Hunter Check providing documents related to employees for hunter check.
· Taking response from YBL communication candidates after response.
· Responsible for preparing joining kit, documentation and Master Data of new employees.
· Issuing Appointment Letter, Job description & CTC Sheet if all documents are complete.
· Issuing ID Cards, SIM cards, Email ID, Login ID in coordination with Admin and IT manager.
· Sharing Joining information to concern Branch/Department.
· Preparing Master Data and Maintenance of Personal files.
· Preparing Data for Confirmation due dates & forward to DM-HR.
· Maintaining Data for transfer.
· Issuing various letters to employees as per instruction from DM-HR.
· Conduct Exit Interview while receiving resignation and Providing No Due Certificate & Charge Handover Certificate for getting Clearance.


PREVIOUS ORAGNIZATION :- R.K. INDUSTRIES

DESIGNATION :-  HR - MIS EXECUTIVE  
TIMEPERIOD	:- FEBRUARY 2017 - JUNE2019.

JOB PROFILE

Responsibilities

· Posted employment opportunities with various employmentwebsites.
· Responsible for screening resumes to determine which candidate meet the minimum requirements.
· Short listing resumes and arranging technical training for the staff and verifying documents and employment screening background verification of new joinedemployees.
· Conducting exit interviews and overseeing separation actions like full & finalsettlements.
· Responsible maintain records of selectedcandidates.

· Look after all procurement related to general Hr/admin work or any other special requirement from management.
· Verify and submit all administrative bills in accounts department on time and keep & updated the record of thesame
SUMMER TRAINING

Summer training done at SARNATH MOTORS (VOLVO EICHER) in marketing field (Customer satisfaction)
Bareilly.
SKILLS

SOFT- Disciplined, Honest, Team working skills, Interactive & observational
.
EXTRA CURRICULAR

· Event Management Training in AMAR UJALA2013.
· On job training in BIG BAZAAR2014.
HOBBIES

· Playing chess
PERSONAL PROFILE

[bookmark: _GoBack]Name	:	Giriraj Upadhyaya
DateofBirth	:	25-08-1991
Father’sName	:	S.K.Upadhyaya
Gender	:	Male
MaritalStatus	:	Unmarried
Nationality	:	Indian
 DECLARATION


I hereby declare that the above-mentioned information is correct up to my knowledge.

Date:
Place: Bareilly	(GirirajUpadhyaya)
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