	VANDANA R KUMAR
Mobile :+91 8547118802, email : vandanarkumar10@gmail.com
      Address : Rohini, Vazhikulangara PO, N. Paravoor, Ernakulam Dist, Pin: 683 513

     
CAREER AMBRIDGEMENT

I intend to build a career with leading Corporate with committed & dedicated people, which will help me to explore myself fully and realize my potential. Willing to work as a key player in the field of HR & Administration with reputed organizations, which will give me ample opportunities to learn and grow with the organization.
EMPLOYMENT CHRONICLE

VIJAYALAKSHMI KURIES PVT LTD

HR CUM ACCOUNTS EXECUTIVE (March 2014- February 2015)
Accountabilities
· Primarily responsible for all the accounting works including Preparation of Final Accounts.
· Responsible for cash handling.
MUTHOOT VEHICLE & ASSET FINANCE LTD

HR & ADMIN EXECUTIVE (May 2015 To Till date)
Accountabilities
·  Handling the payroll related activities of 23 Branches and Head Office which includes more than 300 staff 
·  Responsible for Salary processing and Payments, timely payment of ESI, PF, TDS, Professional Tax, PF withdrawal benefits, Gratuity etc.
·  Involved in Recruitments, Interview scheduling, Appointments and joining of newly recruited personnel.
·  Liaise with staff of every department and Branches for the proper functioning and ensure continuous follow-up for staff matters.
·  Maintained high standard of Customer relationship and solving their queries.

SCHOLASTIC

  B Com (Bachelor of Commerce) Passed in 2014 from Mahatma Gandhi University, Kerala. (Aggregate: 70%, Private study)

PERSONAL PROFILE

Date of Birth :  10 -11 – 1992

Nationality:  Indian

Marital Status : Married

Languages Known : English, Malayalam, Hindi


[image: image1.png]


[image: image2.png]



