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PROFILE & STRENGTHS

· Altruistic and dynamic Professional reflecting pioneering experience of over Eight years in the HR department.

· Proactive professional with insightful exposure to various facts of HR /Business Partner/ HR Policy/ Compliance / Administration Operations.
· Resourceful and competent to create win-win relationship with major Vendors and Company.

· Strong team leader capable of fostering an atmosphere that encourages highly talented professionals to balance high level skill with maximum productivity.

· High calibre in creating, developing and executing innovative business strategies together with designing, consolidating and improving organizational processes.
· To proactively manage efficient and effective HR/administration at the corporate office & regional sales offices in line with the internal customer expectations & SHE.

· To ensure 100% compliance to legal statutes & internal guidelines.
· Professional with excellent organizational skills.
· Capable of managing multiple tasks simultaneously and meeting tight timelines.

· Hired, trained and supervised small team of HR/administrative staff members.

· Coordinated meetings, events and conference calls including the hiring of catering services and arrangement of meeting space.

· Set up travel arrangements, itineraries, airline reservations, shuttle service and hotel accommodations.

· Designed spreadsheets, slide shows, presentations, charts, graphs and other documentation as needed.

· Handled office cash receipts and petty cash drawer.

· Served as liaison between senior management, customers, colleagues and vendors to streamline flow of information.
· Office Lease and Licensing and Keeping records of all leases and licensing agreements of all the offices.
Employment History:
DSM Sinochem Pharmaceuticals India Pvt. Ltd.
Designation: - Assistant Manager HR & Admin (Feb 2014 to current)
Job Involved:
· HR Process, Recruitment, Induction, Compliances, Talent management, KRA, KPI, grievance handling, Employee engagement, Competency Mapping, Rewards and Recognition, Dashboard
· Training include Soft Skills Training, Behavioral Training, SHE Training, Time management Training. Training on 5S. Induction Training for new employee regarding company policies. 
· Policy framework, Payroll, LTA, Allowances, Attendance.
· Compliance to legal statutes & internal guidelines, Payroll for contract employee and workers.
· Vendor Management ,Facilities Management for Gurgaon, Mumbai Hyderabad & Bangalore
· Mediclaim
· Car Leasing
· Event management.

· General Administration for Head Office, Regional Offices & Warehouses.

Job Content:

HR Process/Policy Framework 
· Managing end to end employment cycle.
· To insure whole of hr management process to be followed in corporate office and in plant. 
· Policy development and documentation for Employee benefits , Benefits and  employee relations, recruiting and staffing logistics
· Talent management, grievance handling,
· Employee engagement ,  Employee surveys( Internal Survey through Monkey Survey  )
· Policy announcement, PPT presentation, Team meetings, Coordination meetings, budgetary allocations.
· Handling recruitment, interview, induction, orientation, Leave policy,  
· Manpower Planning, Collection of Data from web portals , Recruitment , Short listing of candidates for Interviews , Interview , Offer/ appointment later , Joining Formalities , Induction & Training, employee orientation, development, and training
· Open employee file , Retention 

· Grievance Handling , Exit Interview , F&F Settlement ,

· Identify critical employee training needs, designing the Training calendar, Supervises its execution and monitor the effectiveness of training. 
· Contact labour requirement, Grievance handling, labour unrest, Court cases, Uniform Requirement, Hygiene and washing detail.

· Liaisoning with govt authorities for S&E, Annual returns, Labour Inspector/Commissioner, Auditors (Internal & Externals)

· Liaisoning with govt. and regulatory bodies like Boards, local government agencies for obtaining necessary Licenses & approvals for corporate office and for Plant site.
· Framing new travel, Hotel, Vehicle policy for company.
Compensation and benefits:

· Basic Pay 

· Overtime Pay 

· Bonuses, 

· LTA, Travel/Meal
·  Benefits including: , Family Mediclaim facility ,dental, insurance, medical, vacation, leaves, retirement, 

· Company vehicle, 

· Company accommodation , 

· Mobile , COCP , COIP ,
· Flexible work timing, Work from Home.
Safety & Hygiene:
· To ensure best SHE policy followed in corporate office as well as in Plant site. Providing Training for the same.
· Member of Anti Harassment policy in company and also given training in Anti harassment policy in company.   

· Maintaining best hygiene in Plant for product development. 
· Ensuring Pest control activities & updating of record is being strictly following & maintain by QA. 
· Permanent/Contract labour linen washing. 
· Maintain Best hygiene in inside the plant and outside the plant.

· Maintains the strict rules and regulation for contract employees in plant.

Compliances

1. To ensure that office facilities at Head Office, Regional Offices and Warehouse are compliant with Shops & Establishment Act ( Govt of Haryana ) 
2. IR, Minimum Wage act ,Employee welfare act ,  Maternity Act, Filling early returns ( Form 21, 22) , 
3. To ensure 100% compliance levels to Company Employee and Contract workmen(R&A) Act and to Employment laws like EPF, ESI, Gratuity etc. especially with respect to contract workmen working in warehouses for loading & unloading and in offices for housekeeping, driving and security. WC policy for workers who are not covered under ESI.
4. Custodian of all applicable compliance records like wage registers, leave register, health register , payment of wage register etc. and its regular checkups to ensure that all the compliance for outsourced / contract workmen are maintained at commercial offices.
5. Maintain compliance tracker for all applicable statutes and ensure monthly compliance to the tracker like filing of returns etc.
6. Responsible to lead inspection by Government authorities and audits by hired external auditing firms like Team Lease for all applicable labour laws and ensure closure of all identified gaps.
7. Conduct periodic self-reviews or audits to ensure that compliance procedures are followed.
8. Responsible for liaisoning with Govt authorities esp. Labor inspectors etc.
9. Ensure DLF Compliances w.r.t maintenance of building and safety in coordination with DSM India. 
10. Ensure all compliances w.r.t Safety, Health & Environment for all locations in coordination with SHE (Safety, Health, Environment) Function.
11. Keep abreast of all latest changes in labour statutes and inform Management of the latest happenings/changes and possible way forward.
12. Submission of Annual Return (Form 21, Form 22) to Labor Office.
13. Keeping the record of Maternity leave and payment.
14. Keeping the 100 % compliance record for Audit. (Internal / External )
15. Checking that CIN number (Corporate identity Number) is properly mentioned on the later heads, Envelops, and Company sign Boards in corporate office. 
16. Overseeing the company logo as per company guidelines.
17. Maintaining the List of Holiday.
18. Maintaining the abstract ( Payment of wage abstract , Gratuity Abstract, Maternity leave Abstract, Minimum wage abstract, contract labour abstract, Form V ( National & Festival Holidays ) etc) . 
19. Certificate for new project/plant like(Certificate of Incorporation Factory Drawings Approval
Factory Licence Pollution Control Board Consent ,Non Agriculture Land Approval, State Electricity Board - Load Sanction  Letter, Memorandum of Articles + Memorandum of Association, Company PAN Card, Process Flow Diagram, Input Material List + Finished Product List, Hazardous Waste / Material if any & provision for disposal of such material)
Vendor Management

· Identifying and developing (with Sourcing Team) vendors pool for achieving cost effective purchases. 
· Issuing LOI to new vendors and formalising the contact.
· Keep a Track of Vendors on Performance, Quality and Services.

· Develop alternate Vendors for Critical Services. 
· Renewal of AMC’s and contracts with Vendors.

· Negotiation with all service vendors which provide indirect services to company and Contract with them according to Company Policy & SHE duly aligned with Purchase department.
· Arranging exhibitions for vendor specific schemes beneficial to employees and Organization.

  Mediclaim 
· Custodian of Corporate Insurance for the entire company employee. ( GPA) 
· Identify vendors, facilitate renewal process

· Track claim ratio regularly

· Obtain Value added services from vendor and share with employees.

· Timely claim settlement.

· Ensure every employee is covered under Mediclaim insurance and receive Mediclaim cards on time.
  Car Leasing /Transportation 
· Managing the car leasing company w.r.t. to booking the leasing car for the entitled employees and ensure the standard facilities from the service provider.

· Ensuring the timely payment to the service provider and resolving the disputes w.r.t. payments.

· Facilitate for Car servicing and coordinate for the resolution of other issues related to vehicles.
Event management:

· Coordinated with corporate team and local vendors and plan and implement all events efficiently and coordinate with customers to assist in sales of designated products. 
· Assist to select appropriate vendor for all events and assist to hire and administer all on site staff and production crew and prepare all the required presentations prior to all events. 
· Perform research to select appropriate venue for events. Prepare plans for all aspects of events and assist in implementation for same and ensure compliance to all local and state safety regulations and prepare appropriate budget for all events. 
· Coordinate with vendors and service providers and negotiate in all prices for events and manage the event with in the budget.
· Assist to finalize all logistics for events and establish an efficient coordination with all offices in India and Abroad for their travel and stay for event.
· Offsite Arrangement.
General Administration:
· Streamlined and maintain SOPs/Process documents for all processes in administration to ensure efficient service delivery. 

· To record and monitor the usages and analyse the efficiency levels of the administrative costs

· Planning and preparing annual admin budgets for Housekeeping, Guest House, travel & hotel. To ensure all controls are in place to manage costs within budget. Analysing & tracking FOOP in line with ASR.
· Issuing LOI to new vendor and keeping the close look on the service provided by them. 
· Developing & Reviewing Administrative SLAs (Service level agreements) and ensure that SLA’s are implemented and deliver as per them. 
· Housekeeping Staff: To ensure that good Housekeeping is maintained in the office locations by regularly monitoring the HK activities as per plan. 

· Material Movement of Inward and Outward, Issuing of Gate Passes and Managing Security Guards.

· Preparing of PR and PO (Purchase Requisition) for HR department.

· Complete maintenance of Office cabs and keep track on their daily schedule for making the optimum utilization w.r.t. Cost. Fuel Management.
· Overall Management of Housekeeping, Security and Driver staff regarding their salary and other Issues. 

· Maintenance of Company Guest House. 
· Handling the complete travel desk of the company which includes booking of tickets (air &train), hotel booking and cabs of the employees as per tour policy of the company

· Maintenance and Renovation of office, Electricity and Plumbing works etc.

· Regular check on Security system, Coordinate with Building In-charge to stay updated on Security systems. 

· Leave and attendance Administration at office locations (Card Readers, Leave Cards and reporting). Custodian of the process. 
· Procurement of New Mobile Connection and Telephone Connections, Data Cards for Corporate office in coordination with purchase department. Monitor & control usage as per policy.
· Negotiating with the hotels for availing best tariff plans across locations.

· To ensure compliance of local laws within the purview of administrative activities assigned to him / her.

· Courier management.
· Venue booking for official get-togethers outside office premises & decorations during celebrations.

· Maintenance of Office infrastructure – Locks, clocks, beamers, speaker phones etc.

· Supported in managing the external environment.
· Diwali Gifting.
· Managed Internal Massaging through SMS Services.
· Feedback survey trough Monkey Survey.

· Managed Office Lease and Licensing for Bangalore, Mumbai, Hyderabad, Chandigarh, Egypt, Kenya, UAE   and Keeping records of all leases and licensing agreements of all the offices.
· Set up the pen India travel desk (FCM) for the company in Gurgaon Office. (Previously using the ITH as adhoc basis.)
· Introduced and Managed Bulk SMS facility in Company for all employee throughout the world.
· Managing the transportation for the company employee.
Facilities Management for Gurgaon, Mumbai Hyderabad & Bangalore
· Ensuring maintenance of large sized facilities including infrastructure, buildings, HVAC / power systems, Company Guest Houses etc.

· Negotiating & finalizing service agreements (SLAs) with reliable contractors for execution of servicing works as per budgeted parameters.
· Maintenance of equipments like Transformer, H.V.A.C., UPS, D. G. set, AHUs, BMS System, Fire panel, Electrical Panels.

Achievement:

· Winner of best HR employee in company for year 2015 and awarded by CEO of company. .
· Handled two International Events and two national Events and managed them successfully.

· Handled biggest cab arrangement for Surge 2015 Event.
March, 2011 to Jan, 2014 with Wrigley India Pvt Ltd, Baddi ,Gurgaon as - Executive HR & Admin :

Distinctive Highlights
· Taking Care of Joining formalities

· Co-ordination with the new jonnies of the internal employee 
· Appointment Letters,

· Employment specifications,

· Processing Employee PF, ESI, Mediclaim, and

· Other Employment Registration forms

· checking there login and logout time

· performance appraisal

· Interacting with employees during the hiring phase

· Recruitment, Induction, Training, F&F, Exit interview. 

Administration:

Management of Day to day Office Stationary Requirement.
Facility Management.

Security Management.

Vendor management.

Cab Management.
Transportation Management.

Compliance Profile   
· Filling the Returns and Challans;
Submission of timely returns (Half Yearly and Yearly)

Updating all the Register under various statutory requirements like Labour  Register, Aduld worker Register, Wages and Leave Register, Accident Register, Health Register and Damage and loss register etc.

Updating the Tracker for the compliance by the 1st of every month, ensuring all the returns as per the requirement are filled

· Liaison with the concerned Department;
Labour Office

PF Office

ESIC Office

Directorate if Industries

Maintaining attendance & Leave record of the employees.
Wage Revision as per Minimum wage.
April,08 to Feb,2011 with Randstad India Ltd, Assistant Consultant  in Gurgaon
Managed the recruitment process for North India. Short listing of CVs, Conduction interview, Joining formalities, Processing CV for final interview, Handled verticals BFSI, IT Engineering, ITES, Banking, manufacturing, 

Recruitment trough Job Portal like, Naukri, Monster, Campus recruitment.
Processing salaries to temp employee of company, Making Files, Data base of CVs. 

Achievement:

Handled Biggest Campus Recruitment Drive for Hero Honda, in which we have selected 170 Himachali ITI professional from various ITI in Himachal.

Educational Credentials

· MBA in HR/Finance from Madurai Kamaraj University ,Delhi( 2006- 2008)

· B.Com from HPU in 2006

Computer Proficiency

· Proficient with the use of Windows – MS Word, Excel, PPT and customized software applications. 

Personal Minutiae
Languages Known 
: 
English, Hindi, Punjabi and Himachali
DOB


:
07/07/1980
