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CAREER OBJECTIVE

Seeking a position to utilize my skills and abilities in reputed organization that offers professional growth while being resourceful, innovative and flexible, Quest to work in a professional atmosphere that gives me the scope to work on the emerging and challenging technologies and give me scope for widening the spectrum of my knowledge in the field of HR/Administration.  
SYNOPSIS

A result-oriented professional with 6 years of Hand on experience in HRMS, PMS and Administration.
OCCUPATIONAL CONTOUR

· Presently performing with Signum Electrowave as a Personal Manager (HR) since August 2014 in Nalagarh (India)
· Worked as a Sr. executive HR in Natural Selections from July 2012 to July 2014 in Manpura (India).
· Worked as an Assistant HR in Salus Pharmaceuticals from March-2010 to June 2012 in Baddi(India)
· Worked with Industrial Management Consultant as a Trainee HR from Sep 2009 To Feb 2010 in Baddi (India).    

CORE COMPETENCIES

· HRM: Recruitment and Selection, New Joining Formalities, Induction, Preparing & issuance of various letters to employee’s i.e offer letter appointment letter, increment/promotion letter, experience/reliving letter.  

· Personnel Management: Time office Management, Payroll Management, Liaisoning with PF, ESIC, Factory Act, Labour Dept.

· Administration: Housekeeping, Security, Pantry, Canteen, Office stationary, Fire Fighting, etc.

OVERALL RESPONSIBILITIES
Recruitment:-

· Taking budgeted manpower requisition from function heads.
· Sourcing of CVs from manpower consultant, job portals, references etc,

· Screening & short listing of CVs as per job description.

· Coordination of interviews with HR manager and relevant Technical head of short listed candidates.
· Manpower planning within the organisation with ensured present and projected staffing needs.

Statuary Compliance’s:-
· Formulation of monthly movement computerized & Online - 12A, 5 & 10, P.F. Challan, ESI Challan and over-time entry
· Ensuring timely submission of Challans under labours laws such as PF, ESI etc.

· Maintaining various registers from Compliance point of view such as Muster Roll, EL Register, SL & CL Register, Accident & Danger occurrence, Advance, Overtime, Fine, Deduction, Equal Remuneration, Compensatory off, Lime & white wash etc.
Employees Welfare Activity:-

· To ensure that all equipment’s / first aid materials are available at all times.

· Conducting Health Check-up process of all new Joinees
Others Responsibilities:-

· Record keeping relating Employees Personnel Files, Leaves, PF, ESI, Gratuity, and Bonus.

· Organise birthday /anniversary celebration of employee.  

· MIS Reports about manpower status, resignation, Joining, salary expenses, and other expenses.

· Make Full and Final Settlement for outgoing employees.

· Employees Grievances.

General Administration:-

· Looking Housekeeping work & security arrangement in organization.

· Supervision of Pantry & canteen services in organization.

· Looking courier services in organization.

· Opening salary account of employee.

· Check & verify Bills of manpower Contractors. 

· To ensure that all Fire fighting equipment’s/extinguishers are working properly. Mock Drill etc.
SCHOLASTICS 
· MBA in Human Resource Management from Punjab Technical University.
· Master of Arts from HP University.
· Graduate from HP University. 

· Passed 12th from HP Board.

· Passed 10th from HP Board.

COMPUTER SKILLS:

· Diploma in Computer Accounting Using Tally 9.

· Operating Systems: Windows XP 

· Packages: MS Office, Internet.

TRAINNINGS ATTENDED: 

· Leadership Programme

· Workshop on Business Process Improvement

· Time Management

· Team building

· Working in Team

· Surge and Shine
PERSONAL VITAE: 

· Date of birth: 26th Sep, 1981  

· Languages known: English, Hindi, Punjabi
· Marital Status : Married

· Nationality : Indian

· Visa Status : Visit Visa 
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