Rahul Kumar

Uttam Nagar, New Delhi, Delhi-
110059

+97477220783, +919031855896

Jaiswalrd17@gmail.com

Hiring Manager

Dear Hiring Manager,

Thank you for the opportunity to apply for the Administration Storekeeper role at your company. After
reviewing your job description, it’s clear that you're looking for a candidate that is extremely familiar with
the responsibilities associated with the role, and can perform then confidently. Given these requirements,

| am certain that | have necessary skills to successfully do the job adeptly and perform above expectation.
| am hardworking professional who has been consistently praised as hardworking by my co-workers and
management. Over the course of 42 month career, I've developed a skill set directly revenant to the
Administration storekeeper role you hiring for, including back office, operations, data entry and records
management. Overall | have consistently demonstrated leadership, communication and teamwork abilities
in every aspect of my Administration Project Timekeeper role at Amana Qatar Contracting Co.W.L.L.
Doha Qatar, and | invite you to rearview my details achievements in the attached resume.

After reviewing my resume, | hope you will agree that | am the type of competent and competitive candidate
you are looking for. | look forward to elaborating on how my specific skills and abilities will benefit your
organization. Please contact me at +97477220783, +919031855896 or via email at jaiswalrd17@gmail.com
to arrange for a convenient meeting time. During our meeting | will be happy toexplain in details the work
experience gap on my resume, at which time | was taking care of my family members recovering from
serious illness.

Work Experience:-

Designation: Timekeeper/ Storekeeper
Company Name: Unique Reflection Cleaning & Technical Services L.L.C. Dubai
Duration: August, 2016 to September 2017

Designation: Timekeeper/ Storekeeper
Company Name: S.S Enterprises, Kolkata
Duration: November, 2017 to September, 2019

Designation: Timekeeper/ Storekeeper
Company Name: Amana Qatar Contracting. Co.

W.L.LDuration: November 2019 to Currently
Working.

Thanks you for your consideration, and | look forward to hearing from you soon.

Sincerely,

Rahul Kumar
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Curriculum Vitae

Rahul Kumar

S$118, Upper Ground Floor, Parampuri Chowk,
Uttam Nagar,New Delhi 110059
Home:- (+91) 6202231048
Cell No.: (+974) 77220783
Email-id: jaiswalrd17 @gmail.com
Passport No: - P1261530

Qid:- 29435630662
Date of birth - 16/11/1994
Nationality - Indian

Languages — English, Hindi
Visa Status — Employment

Job Objectives: -

e To work as a Timekeeper in a well-known company that uses new technology and
software’s to maintainemployee's data.

e To work as a Storekeeper in a well-known company that uses new technology and
software’s to maintaine Store materials and records.

Work Experience:-

Designation: Timekeeper/ Storekeeper
Company Name: Unique Reflection Cleaning & Technical Services L.L.C. Dubai
Duration: August, 2016 to September 2017

Designation: Timekeeper/ Storekeeper
Company Name: S.S Enterprises, Kolkata
Duration: November, 2017 to September, 2019

Designation: Timekeeper/ Storekeeper
Company Name: Amana Qatar Contracting. Co. W.L.L

Duration: November 2019 to Currently Working.

Roles and Responsibilities:-

e Maintaining and reviewing employee daily attendance data to keep track of employees absenteeism

e  Making sure that all the leaves and other salary adjustments are made appropriately in payroll

o Keeping track of employees transfers, resignations and exemptions to keep the payroll records updated

e Regularly updating and taking backup of payroll database

e Maintaining records of employees medical insurance, pension plans and other such employee benefit plan
e Solving employees queries related to discrepancies in their salaries

e  Prepare Emrf & Srv logs

e Maintaining Store Materials and records

Roles and Responsibilities:-

e Maintaining time sheet, employees work sheet, and compute the wages of the employees
e Reviewing various employee work and attendance records to calculate discrepancies in employee’s
payroll calculations
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o Keeping track of employee’s leaves such as sick leave, personal leaves, vacations, etc.

o Keeping track of absence of employee from work due to official travel

e Sending daily arrival and departure report to the management

e Access an employee’s timecard from any computer

e Adjust (hours) hours worked and any time off (leave) an employee has recorded

e Approve an employee’s timecard at the end of each pay period

e Have visible access to an employee’s time worked and leave.

e View an employee’s vacation, sick leave, and comp time balances and total hours worked.

o Assist supervisors with questions regarding their employee’s timecard

o Modify custom fields such as overtime and meal break designations

e Process historical edits (time adjusted for prior periods that have been signed off)

e Create custom Hyper finds to view select employees based on a set of requirements

o Sign-off on departmental timecards

e Working knowledge of, or ability to quickly learn, applicable University infrastructure, policies and procedures
o Ability to utilize interpersonal skills that contribute to a strong team environment

e Strong planning and organizational skills with sense of priority for deadlines and attention to detail
o Ability to multitask, work in a fast paced environment and have a high level attention to detail

e Strong organizational skills with an eye for detail

o Ability to scan and print documents

o Ability to work independently with minimal supervision

e Making sure that all the payroll related and attendance details are entered into the payroll software

Education:-

High School: - J.P University, 2012
Intermediate: - Dav College, 2014

Computer Proficiency:-

MX Excel

MS Word

MS PowerPoint
MS Access

Software Proficiency:-

e Sawa
e Amanatech
e Payroll

[ hereby declare that the above stated details and information are true to the best of my knowledge and
belief.
Rahul Kumar
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RAHUL KUMAR

lssue Date 07.12.2019
Expiry Date 07.12.2022
Employee ID 44872

Card Number :HIM 2091-19-C7

Employed By : AMANA QATAR CONTRACTIN

Third Party Inspection
& Safety Training Services

@ +974 44903380, 9 Doha Qatar
= info@thehimgroup.com
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