Prem Kosht i
Oficer-HR & Administration in H & R Johnson (India) - SAP - R

Dewas, Madhya Pradesh - Enmil ne on |ndeed: indeed.conlr/Prem Koshti/alfec9e7289496f0

0 To acquire a key Position in Human Resource Managenent / SAP field by continuously inproving
know edge and skills.

O Very strong logical, analytical skills with vast experience in M- EXCEL.

O Very energetic, hardworking and highly self-notivated team player with strong probl em sol ving
skills and very good communi cation and | eadership skills. Very flexible.

Proj ects: -

Project Nane: SAP HR, Enpl oyee Administration

Cient: H& R Johnson (India) [A Division of PrismCenent Limted], DEWAS (MP.)

WORK EXPERI ENCE

Oficer-HR & Administration in H & R Johnson (India)

SAP - R - Dewas, Madhya Pradesh -

July 2002 to Present

- SAP - R/3, 06 years' experience in SAP HR- Functional Mdul e

Current Enpl oyer:

Presently working as Officer-HR & Admi nistration in H & R Johnson (India), [A Division of Prism
Cenent Limted], DEWAS (M P.) from 30.07.2002 to till date.

EDUCATI ON

B.Com in Dr. Harisingh Gour V.V

Pol yt echni c Col | ege Danph - Sagar, Madhya Pradesh

1990

SKI LLS

HR (10+ years), SAP (10+ years), APPRAISAL (Less than 1 year), BUYI NG PROCUREMENT (Less
than 1 year), DATABASE (Less than 1 year)

ADDI TI ONAL | NFORVATI ON

Techni cal skills: SAP HR Modul e.

Descri ption: -
Mai nt ai ni ng el ectroni c punching system Daily Production MS Report, Mnthly Manpower
report. |.F. Annual Returns, Form5 Holiday wages. Enployee's gratuity policy updation.

Maintaining all record s & docunent related to personal / HR departnent, Enployees data
bank. Enpl oyees |eave, attendance, c-off, absenteeismstatenment. Payroll Preparation, Bonus,
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Overtime, Attendance Incentive, Production Incentive, Arrear Wages, Wage slip, Full & Final
Settlement, No Dues Certificate, |ssue of certificate if any, ID/ Punching card, Birth day card etc.
Rol es and responsibilities: Personal & HR Functions:

O Performance Appraisal / Increments preparation co-ordination.

O Conputerized Time O fice Managenent, HR Policy.

0 Handl e Payroll on SAP & responsible for snmooth functioning of payroll cycle.

O Maintain enpl oyee data on SAP and updates them as and when required

0 Reconciling statutory reports i.e. PF, ESIC, and coordinating with Finance Teamfor tinely
paynent .

O Production & manpower MS data in MS-Excel daily, Mnthly & Yearly basis.
O Performng of Exit Formalities and processing Full and Final Settlenment for exit cases.
O Maintain Attendance record in Electronic Punching Machine.

0 Joining Formalities (Pre & Post recruitnment activities)



General Admi nistration

O fice stationery, Tel ephones, Fax, Conputers, Reception, Purchasing First Aid, mineral water,
bi scuits etc

Techni cal Expertise

Front End Tool

Languages

SAP Technol ogi es HR and Adnini strati on Functional Mdul e
Dat abase FOXPRO 6. 22

Concepts OOP'S, Networking, DBMS, Operating System
Operating System Ms-Dos [.] & M5 OFFI CE 2007, 2008 & 2010

TRAI NI NG G PROGRAMVE & CONFERENCE ATTENDED:
O First Aid Procedure conducted by St. John Anbul ance Associ ati on.
O Fire Fighting by Usha Fire Safety.

O Interpersonal Skills, Communication, Mtivational related various Training progranmes
organi ze.

0 SAP - HR Modul e conducted by Covansys, Munbai .

O Internal Auditors Training Programon Environnental & Cccupational Health & Safety
Managenent System



