CURRICULUM VITAE

	

	Mr. Ajit Yuwaraj Nanaware
Mr. Yuwaraj Krishnaji   Nanaware

A/p :- Newari,

Tal :- Kadegaon,

Dist :- Sangli

Pincode - 415311

                       Email: nanawareajit@gmail.com Phone:      ------
                        Mobile:    +91-7722082958
                    What’s APP: +91-9767212958



	

	I aspire to excel in my profession and contribute towards the growth of a multifunctional organization resulting increase in profits of the stakeholders both as an organization and an individual.

	

	WORKING DETAILS

[image: image1.png]




	

	Work Experience
:     16.5 Years
Skills
:    Human Resource & Administration.
Industry
:    Construction / Chemical /Sugar Factory
Category
:     Human Resource ,Administration
Roles
:     Pay – Roll, Administration

Current Annual Salary
:     4.44 lacks per Annum  
Previous Employer
:     Udagiri Sugar & Power Ltd.; Bamani (Pare)
Highest Degree Held
:     DCE (Computer), Kolhapur University.


	OTHER QUALIFICATIONS



	· Master in Business Administration (MBA – HR) – 
Indian School of Business Management & Admin., Pune – Appeared

Current Annual Salary  -   4,44,000/-  
         Expected Annual Salary – 6,00,000/-  Negotiable

	

	 ACADEMIC CREDENTIALS

Name of the Institution 
Board/University 
Degree 
Marks (%) 
Bharati Vidyapeeth's Institute of Technology (poly), Palus 

Maharashtra State Board of Technical Education 

Diploma in Computer Engineering 

3rd year

49.44

2nd year

46.00

1st year

49.62

Balwant College, Vita 

Kolhapur Board 

H.S.C. 

47.00 

Bharati Vidyapeeth Prashala Kotij 

Kolhapur Board 

S.S.C. 

55.86 

WORK EXPERIENCE

Name of Organization 
Designation 
Duration 
Total Experience 
B.K. ENGINEERS; Taswade MIDC, Karad
Manager HR
jAN.2025
tILL dATE
14 mONTHS
Udagiri Sugar & Power Ltd. 

Asst. Manager HR
OCT.2016

Dec.2024
98 Months

KEY ORGANICS Pvt. Ltd. MAHAD

Administrative Officer

APRIL 2014

     Oct. 2016

30 Months

Suyojit Infrastructure Pvt. Ltd. Nashik

Administrative Officer

JUly 2012

Dec. 2013

18 Months

M/s. R.J. Buildcon PVT. lTD. Pune

HR & Admin. Officer

Dec.2010

June 2012

19 Months

M.B. Patil ConstructioN LTD. Pune

HR & Admin.  Officer

Jan. 2008

Nov.2010

35 Months



	INDUSTRIAL EXPOSURE

Company 
         B.K. ENGINEERS; Taswade MIDC, Karad                                                  Experience           : Jan.2025 to Till Date                                                                     Designation          : Manager HR   
1. Manpower Planning & Recruitment
· Analyzing current and future manpower requirements of the company.

· Preparing and updating job descriptions.

· Sourcing suitable candidates through Naukri, Indeed, referrals, and other platforms.

· Conducting screening, shortlisting, interview coordination, and assisting in final selection.

· Handling joining formalities and conducting proper induction for new employees.



2. Employee Documentation & Records Management
· Maintaining personal files, contracts, ID proofs, qualification documents, etc., for all employees securely.

· Preparing and issuing appointment letters, confirmation letters, increment letters, warning letters, etc.

· Maintaining leave records, attendance data, and department-wise employee database.



3. Employee Relations & Grievance Management
· Maintaining coordination among employees and creating a healthy work environment.

· Listening to employee grievances and resolving issues through impartial inquiry.

· Coordinating with department heads to improve discipline and communication.



4. Payroll & Compensation
· Preparing monthly payroll inputs based on attendance and leave data.

· Ensuring accurate calculation of overtime, deductions, advances, and reimbursements.

· Preparing salary slips and ensuring timely salary disbursement.

· Applying PF, ESIC, Professional Tax deductions accurately.



5. Compliance & Statutory Requirements
· Ensuring compliance with labor laws such as EPF, ESIC, MLWF, PT, Bonus, Gratuity, etc.

· Filing timely returns on respective portals and handling queries from government inspectors.

· Keeping track of license renewals and ensuring factory/site compliance.



6. Formulation and Evaluation of HR Policies
· Preparing HR policies, rules, and code of conduct as per company requirements.

· Reviewing and improving existing policies periodically.

· Communicating policies to employees and ensuring their compliance.



7. ISO Documentation
· Maintaining HR documentation as per ISO standards.

· Preparing required papers, reports, and records for internal and external audits.



8. Performance Management
· Defining KRAs and KPIs and finalizing them with respective departments.

· Coordinating half-yearly and annual performance reviews.

· Compiling appraisal data and preparing final evaluation reports.



9. Training & Development
· Conducting Training Needs Identification (TNI).

· Planning and executing internal and external training programs.

· Preparing training feedback and effectiveness analysis.



10. Employee Engagement & Culture
· Organizing festival celebrations, monthly activities, sports events, birthdays, and other engagement programs.

· Implementing initiatives to improve team bonding and organizational culture.



11. Employee Turnover Analysis & Reporting
· Maintaining resignation/termination data.

· Conducting exit interviews and preparing turnover analysis reports.

· Developing employee retention strategies.



12. Budgeting for HR Department
· Preparing annual budgets for recruitment, training, employee welfare, and events.

· Controlling expenses and tracking budget utilization.

13. Roles, KRAs & KPIs – Preparation and Analysis
· Defining roles and responsibilities for each position.

· Setting measurable and realistic KPIs.

· Preparing quarterly progress analysis.



14. Safety & Compliance at Sites and Factory
· Ensuring adherence to safety rules and proper PPE usage at sites and factory.

· Reporting accidents/incidents and conducting root cause analysis.

· Organizing safety training and mock drills.



15. Employee & Labor Disciplinary Actions
· Conducting inquiries related to misconduct, absenteeism, and indiscipline.

· Issuing show cause notices, warning letters, and suspension orders.

· Taking appropriate disciplinary actions as per labor laws.



17. Office Administration
· Supervising administrative activities such as office supplies, housekeeping, security, and canteen.

· Managing AMC contracts, vendor coordination, and infrastructure maintenance.

· Ensuring smooth day-to-day operations of the company.

EXTRA CURRICULAR ACTIVITIES

COMPUTER SKILLS
· Proficient in Microsoft Office Suite (Word, Excel, PowerPoint, Outlook).

· Excellent knowledge of internet browsing, email handling, and online applications.



SOFTWARE SKILLS
· ERP Systems: Hands-on experience with ERP modules and operations.

· Operating Systems: Windows 9X, Windows XP, Windows 2000, Windows Vista.

· Database Systems: Oracle, MS Access.

· Web Technologies: Basic knowledge of HTML.

· Company 
         Udagiri Sugar & Power Ltd. Bamani (Pare)                                                  Experience           : Oct. 2016 – Dec. 2024                                                                     Designation          : Asst. Manager hr   

Responsibility       : 

· Maintaining employees Database & Personal Progress Reports.
· Maintaining All Registers. (Like – Attendance, Salary, OT, Leave) & Maintain All Documents.
· Induction for new Joiners as per the Company policy
· Issuing of  Letters, Appointment, Increment, Relieving, Resignation
· Bank account opening for newly joined employees
· New employee personnel files details updating in ERP Per-Module
· Every month I make employees leaves updated in ERP 
· Employee grievance handling & Employee relations
· Exit interview for resigned employees I make Full & Final settlement who leave the company and also there PF amount.
· Statutory compliance of EPF, PT, MLWF, and Filled Annual Return form 27 & ER-1.
· PF Related (Preparation of ECR File with PF Challen, Processing of settlement claim forms in 19, 10C,10D (F-5/F-10) Submit to PF Office)
· Processing Gratuity Final Payments. (Form No.G, D LIC).

· Maintain all register and License as per contract labour act.
· Relationship with Government officials and Labour Departments.
· Monthly generating online EPF challen remittance. 
· Prepare and send payroll input within time as their requirement. 
· Keeping records of Visiting Cards, Utility Payments, and Printing of Stationary.
· Company 
         KEY ORGANICS PVT. LTD. MAHAD                                                  Experience           : April 2014 – Oct. 2016                                                                     Designation          : ADMINISTRATIVE OFFICER                                                                        Profile                  : Working in ADMINISTRATIVE DEPT.
RESPOSIBILITY  :

· Managing overall administrative activities for the office.

· Day to Day update employees Personal Progress Reports, Check all employees Daily Work Progress Reports, Preparation of Various Registers.

· Maintaining confidentiality of sensitive and confidential information.

· Monthly salary preparation in Excel / ERP, Preparation & checking of Labour Documents Like BOCW Registration, PF PT, ESIC, Labour welfare registration etc.
· Liaisoning Activity (Shop Act, MSEB Connection, MPCB).
· Arranging and co-ordinate meetings and events.

· To arrange breakfast for the visitors, and to inform them about the company, to greet them systematically.
· Responsible for housekeeping Activities and pest control of factory premises.

· Day to day Administration, Guest house Arrangement, Employee Travelling Management, Bachelor Accommodation Management, Canteen Routine Check-up, worker’s canteen management, checking canteen bills.
· General administration-Stationary, Maintenance of office furniture, rental agreements of sales offices, depots etc., Agreements with outsourcing contractors, vehicle, hotels, travelling etc.
· To Track Monthly utility bill payments. (E. g Telephone, Mobile, Internet, Electricity, Water Bill, Maintained Bills.
· Organizing product launch events, Birthdays, get-togethers as per company’s requirement with proper approval and policy.

· Preparation & check of all Security Department and its Reports.
· Courier correspondence and important company documents.
· Company 
         : Suyojit Infrastructure Pvt. Ltd, Nasik                                               Experience            : July 2012 – Dec. 2013                                                                            Designation           : ADMINISTRATIVE  OFFICER                                                                        Profile                   :  Working on as  ADMINISTRATIVE OFFICER                                                                                                   

Responsibility        :                                                                                                                   

Maintenance of Attendance Registers.

Maintaining leave records and personal records.

Responsible for recruitment-joining induction formalities.

Ensuring timely salary payout to the employees.

Fulfilling statutory compliances records CLRA Registers maintained like labor PF etc.

Records.

Coordinating with Mediclaim authorities for proper claims.

General administration-Stationary, rental agreements of sales offices, depots etc.,

Agreements with outsourcing contractors, vehicle, hotels, travelling etc.

Organizing product launch events, get-togethers as per company’s requirement with

proper approval and policy

Organizing training as per requirement.

Coordinating with Accounts department for timely payment to Statutory and HR

Related vendors.

Preparation of Labor bills & Vehicle bills.

Salved the local problems.

Co-Ordination of Head Office to Site Office.

Preparation of Monthly salary statement.

Maintenance of Security persons and their salaries,

Maintenance of all site Records and Files.

Rectifying the Employs problems.

PERSONAL PROFILE

    Name

     : Ajit Yuwaraj Nanaware

   Gender

     : Male

   Marital status
     : Married

   Date of Birth
     : 31 Aug 1983

   Passport No.        : C1823306 

   Date of Issue       : 06 / 09 / 2024  

   Date of Expiry     : 05 / 09 / 2034  

   Place of Issue      : Pune  

   Email                  : nanawareajit@gmail.com 

   Hobbies

         : Cricket / Reading Books.

      Linguistic Abilities    : English, Hindi, Marathi.       

      Permanent Address    : A/p :- Newari,

                                             Tal:- Kadegaon,

                                             Dist:- Sangli

                                             Pin code – 415311,

                                             Maharashtra

                                             INDIA
DECLARATION
I consider myself competent in the areas of Human Resource and Administration. I am confident in my ability to work effectively as part of a team. I hereby declare that all the information furnished above is true and correct to the best of my knowledge.

Thanking you.
Date:

Place:                                    

                                                                                                      (Ajit Y. Nanaware)

	

	


