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GULAM QUADIR KHAN
Address: MIRGANJ WARD NO:-13
Mobile    : +918578948269
Email      : kadir78692@gmail.com
JOB INTERESTED

· HR Assistant
CAREER OBJECTIVE

Human Resources Management fresher seeking opportunities in the Company, which provides growth & success to both Organization and individual. Human Resources Management Professional seeks opportunities where experience in staffing, internal program development and management, employee relations and project management will enhance a company�s overall strategic plan and direction. To enhance the performance of the company for better output through a disciplined, organized and progressive ways with my sincerity, creativity, hard work and utmost endeavors in the task entrusted to me.

ACADEMIC QUALIFICATION
· MBA (HR):
· ‘2016-2018 - From AKU  UNIVERSITY, PATNA ,BIHAR
· Graduation B.COM ( ACCOUNT HONS):

· �2011-2013� � Passed from JP UNIVERSITY CHAPRA,BIHAR .
· Intermediate:

· Passed in �2010�​ - from Z.A ISLAMIA COLLEGE, SIWAN ( BIHAR board), SIWAN, BIHAR
· Matriculation:

· Passed in �2008� - from ISLAMIA URDU HIGH SCHOOL (BIHAR BOARD), MIRGANJ, BIHAR
CERTIFICATION 
·                DIPLOMA IN COMPUTER APPLICATION (DCA)

·                CERTIFICATION IN FINANCE ACCOUNTING (CFA)

·                DIPLOMA IN INDUSTRIAL SAFETY & FIRE MANAGEMENT
·                CERTIFICATE IN PHOTOSHOP 
·                DIPLOMA IN CONSTRUCTION SAFETY ENGINEERING 
·                IOSH MANAGING SAFELY 
KEY SKILLS AND ATTRIBUTES

· Technically proficient in MS Word, Excel, PowerPoint.

· Good communication and interpersonal skills.

· Committed team player with flexible approach towards work.

· Aggressive target oriented personality and very committed towards the assignment given to me.

· Creative, innovative, hard working, Enthusiastic, punctual and �Honest

· Matured enough to handle sensitive information in a professional way.

EXPERIENCE
HR ASSISTANT

Kohinoor Steel Pvt.Ltd., Jamshedpur, /  April 2022 To April 2023
· Schedule and coordinate meetings, appointments, and travel arrangements for supervisors and managers

· Assist with day to day operations of the HR functions and duties

· Provide clerical and administrative support to Human Resources executives

· Compile and update employee records (hard and soft copies)

· Process documentation and prepare reports relating to personnel activities (staffing, recruitment, training, grievances, performance evaluations etc)

· Coordinate HR projects (meetings, training, surveys etc) and take minutes

· Deal with employee requests regarding human resources issues, rules, and regulations

HR ASSISTANT

Amar Construction Co.Pvt.Ltd , Barouni,Bihar / April 2019 � April 2020
· Type documents such as correspondence, drafts, memos, and emails, and prepared reports weekly for management
· Support all internal and external HR-related inquiries or requests.

· Maintain digital and electronic records of employees.
· Assist with performance management procedures.

· Schedule meetings, interviews, HR events and maintain agendas.

· Coordinate training sessions and seminars
· Perform orientations and update records of new staff.
HR INTERN
Amar Construction Co.Pvt.Ltd , Barouni,Bihar / January 2019 � March 2019

· Updating our internal databases with new employee information like contact details and employment forms.

· Gathering payroll data like working hours, leaves and bank accounts.

· Screening resumes and application forms.

· Post, update and remove job ads from job boards, careers pages and social networks.

· Address employee queries about benefits (like number of remaining vacation days)Review and distribute company policies in digital formats or hard copies
PASSPORT DETAILS

Passport No. 


:   C8796671
Date of Issue


:  25/02/2025
Date of Expiry


:  24/02/2035
Place of Issue


:   PATNA
PERSONAL DETAILS

Father�s Name
                             : Mr. SALAHUDDIN KHAN
Permanent Address

: Harkhauli ,Mirganj,ward no.13 dist:- Gopalganj, Bihar (INDIA)
Mailing Address   

: kardi78692@gmail.com
Date of Birth


: 04/ 03/ 1993
Sex



: Male.

Marital Status


: Single.

Nationality


: Indian.

Languages Known

: Hindi , English
Place



: Bihar (INDIA)
Place:
MIRGANJ,BIHAR



                  GULAM QUADIR KHAN
Date:
(Gulam Quadir Khan)
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