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CURRICULUM VITAE

Petty Officer MAHESH YADAV  

Indian Navy

Mob: 09250087180, Email: in_mahesh_20@yahoo.co.in
MID to SENIOR LEVEL ASSIGNMENTS

Career Objective: Human Resource Management General administration with a leading establishment.

Location:  NCR/Haryana/Rajsthan/Gajrat/Abroad etc.

Education

· Bachelor in English Literature from Madurai Kamraj University.

·  Pursuing Post Graduate in English Literature from Madurai Kamraj University.

Professional Courses

· 2 years Post Graduate Diploma in Personnel Management & Human Resources Development (PGDPM & HRD) from IIMM, Pune (Jan’06 – Dec’07)

· Diploma in information Technology from C-DAC, Pune. 

· Diploma in Marketing & Sales Management from IMET, Delhi.

· Promotion courses in Supply and Secretariat. 

· Leadership Course.

· Capsule course of Service Selection Board.

· Computer knowledge  - Skilled in office

Salary:
At par with the best in the field.

Professional Profile

· 15 years of rich & elaborate experience in Human Resource Management, Personnel Management and General Administration in Indian Navy..

· Extensive experience in personnel management, policy implementation, general administrative activities and event management across assignments.

· Proficient in overseeing the entire HR process including human resource planning, recruitments, salary administration, employee welfare and general administration. 

· Strong ability to master a situation quickly; highly knowledgeable in a wide variety of professional disciplines and an expert at organising & directing turnaround situations.

· Proficiency in supporting and sustaining a positive work environment that fosters team performance with strong communication and relationship management skills.

· A keen communicator and strategist with the ability to relate to the people across all hierarchical levels in the organisation.

Organisational Experience

1.
Served INDIAN NAVY as Sr. Mid Level Manager – Admin and HR Process: July 2001  – July 2008.

2.
Presently appointed as Sr. Executive (HR/Admin) at Institute of Liver & Biliary Sciences (An Autonomous Society under Govt. of NCT of Delhi), Vasant Kunj, New Delhi.

Key Accountabilities: Human Resource Management

· Implementing HR policies for manpower planning, recruitment, selection, induction, orientation and development of employees in the organisation.

· Managing the complete recruitment life-cycle for sourcing the best talent from diverse sources after identification of manpower requirements.

· Monitoring the performance of multi-skilled work force and conceptualizing need-based training programs to enhance their efficiency & productivity.

· Imparting Training to the officers/sailors & civilians in logistics, supply and secretariats.

· Handling of service documents officers/personnel

· Carry out duties of Administrative Officer, Security Officer, Personnel Officer, Education Officer, Asst. officer-in-charge, Petty officer-in-charge and Work Centre Supervisor.

General Administration

· Responsible for administrative arrangements for the visit of Senior officer and foreign delegates

· Managing day-to-day activities in co-ordination with the internal / external departments for ensuring smooth & efficient operations.

· Monitoring the entire course activities for arranging events inclusive of concept design, scheduling, on-site event management at large scale.

· Ensuring good exterior decoration and executing various projects using innovative ideas.

· Supervising the housekeeping activities in the organization; ensuring availability of various essential items.

· Managing the appraisal process across the levels and establishing framework for substantiating the Performance Appraisal system linked to reward management.

· Establishing professional relationship with various Administrative authorities including Police Department for smooth working.

· To liaise with civil authorities and Naval Attaché

· To prepare visit schedule of Flag Officers’ to internal and extern

Highlights:

· As a mid level manager, drafted training modules for trainees and was responsible for entire gamut of HR functions including selection, appraisal and training.

· Successfully handled VRS (voluntary retirement scheme) for sailors of the navy over a period of 14 months which included pay, allowances & final settlement of accounts after completion of required number of years of service.

· Monitored all aspects of HR & Administration of a group of 100 men during last leg of their careers; included handling grievances regarding pay & allowances, settlement of accounts, gaps in appraisals and promotions.

· Proficient in establishing infrastructure and showcasing historical development of an organisation. 

· Trained personnel on internal operating systems and documentation procedures.

· Holding the safe key of cash and classified documents.

·  Imparting training about strategy of the organisations.

· Brief “Nothing is impossible”.

· Excellent Communication Skill.

· Analytical approach op problem solving with quick decision-making.

AWARDS

· Recipient of Nine years long service Medal. 
· Recipient Surface Warfare Medal.
· Recipient Ops Vijay Medal.

· Three Good Conduct Awards and Proficiency Awards.

 MY STRENGTH

· Capable of working systematically under psychological and physical stressfully conditions with cool temperament.
· Can lead and guide team effectively and efficiently to achieve the organizational goal.
· Quick and effective addictive nature to any change.
· Never keep pending job
· Action and reaction in friction of times.
Personal Profile

Date of Birth

:

31st  January 1975

Permanent Address
:

Village : Majra Khurd







PO & Distt: Mahender Garh







Haryana – 123029

Current Address

:

WZ- 428, IInd Floor, 







Raj Nagar Part - I, Palam

                                                     New Delhi – 110 045

Language Known

:

Hindi, English
Martial Status              :
  Married

Date:




(Mahesh Yadav)
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