RESUME

Parmanent Address


Manoj kumar s/o Sh.Gian Chand

Village Ghandawal Post office Una .


(H.P)


Phone No:- 9816374146

MANOJ KUMAR

Objective :- 

I wish to have a carrier in HUMAN RESOURCES and to be a key & responsible team member for the organization in all pursuits.
Academic Qualification:
· 10th  Himachal Pradesh Board of Dharmshala.

· 10+2 Himachal Pradesh Board of Dharmshala.

Computer Knowledge :

·  One year Diploma from C.T.T.C. From Angiras Computer Center Una (H.P)
SKILS:-  

             Window xp, Ms-office, DOS, Corel Draw, Page maker,HTML,C.Tally, Internet.

Experience  :- 

·  Working with M/s HIMTEX Textiles Pvt. Ltd. Situated at Nangal Salangri , Dhamandri Road, Distt. Una (H.P) as an Time Keeper  from  Dec-2009 to till Date. 
Job Profile :-

· Attendance checking of employee

· Preparation of Salary wages of employee
· Daily handling office correspondence 

· Monitoring the process of factory  canteen

· Handling cash transition.

· Preparation of all Registers relating to HR.   

· Submitting Necessary Returns. 

· And other day to day routine works. 
PERSONAL PROFILE

Name 
Manoj kumar


Father Name 
Sh.Gian Chand 


Date of Birth
11/01/1989


Marital Status
Unmarried

Nationality
Indian


Salary Expected
Negotiable
Place: Una

Date:-

(Manoj kumar)
