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SHAIK
=========================================================================

CAREER OBJECTIVE

Seeking a quality environment where my knowledge and experience can be shared and enriched.  I am looking forward to associate myself with an opportunity to share, contribute and upgrade my knowledge for development of organization and myself.
PROFESSIONAL PROFILE

· A competent Personnel / Human Resources Professional with 20 years experience in  various Manufacturing (E.O.U) / Pharma Bulk Drugs etc.,

· Knowledge in Manpower Planning ,Recruitment, Pay Roll Administration, Performance Appraisals, Compensation Benefits & Statutory Computation, Time Office Administration, General Administration etc.,
EDUCATIONAL QUALIFICATIONS
· Master Degree in POLITICAL SCIENCE Andhra University 1992
· Post Graduate Diploma in  Industrial Relations & Personnel Management from Bhavan’s Institute, Bombay1993
TECHNICAL

· SAP (HR Module), 

· M.S.Office and Access
· Typing with Lower &Higher Grades

· Shorthand – 80 wpm (word per minute)
· Letter drafting

KEY RESPONSIBILITIES& SPECIALISATIONS
· Recruitmenty, IR , Human Resource Planning, Statutory Compliance;
· Employee Relations, Industrial/Labour Relations, Performance Management ,Recruitment

· Job Function :HR/PM/IR/Liaison
WORK EXPERIENCE
	SNo.
	Name of the Organisation
	Designation
	Total Years

	1
	
	Manager – HR
	July,15 – till date

	2
	Forel Labs Pvt Limited,

Visakhapatnam
	Manager–HR
	Jan’14 – June,15

	3
	Rakshit Pharmaceuticals Ltd., Visakhapatnam
	Manager–HR–Liaison
	Nov’12 - Dec’13

	4
	Anu Laboratories Limited,

Visakhapatnam
	Manager–HR–Liaison
	Jan’12 - Nov’12

	5
	Everest Organics Limited

Hyderabad
	Asst. Manager (06-08)

to

Manager P&A  (08-11)
	May, ’06-December, ’11

	6
	Madhucon Granites Ltd

Hosur (T.N.)
	Sr. Admin Officer
	August, 03-

March’06

	7
	Garware Wall Ropes Ltd.,Visakhapatnam
	Sr. Personnel Asst.
	September, ’00-August, ’03

	8
	Abhishek Steel Enterprises, Visakhapatnam
	Executive Assistant to

Personnel Asst.,
	Feb ’96- July,2000


JOB DESCRIPTION
· RECRUITMENT CYCLE: Evaluating Recruitment sources – short listing profiles – conducting Telephonic Interview – Scheduling personal Interview – Background  Verification – Handling total Recruitment process – Induction Programme – Issuing Relieving Order & Service Certificates.
· EMPLOYEE WELFARE: Maintenance of Personal files, Leaves of staff and workmen, Maintaining Canteen – House Keeping – Dispensary and conducting Sports & Games. Issuance and maintenance of PPE items, conducting Training Classes.
· COMPENSATION BENEFITS: Preparing pay roll incorporating details like monthly attendance, absenteeism reports, PF., ESI., etc. deductions using payroll  package, and also all statutory returns of Govt., departments like P.F., E.S.I. and PT etc., Calculation of Bonus, Gratuity – Leave Encashment.
· MONITORY FUNCTIONS: Leave Management - Payroll Administration – Salaries / Wages Disbursement – Maintaining Personnel Files – Verifying and Sanctioning or bills related to Employees, Security. House Keeping, Contractors, Canteen, Travel Agencies, Consultancies, Couriers, Hotels and  General Administration.
· GENERAL ADMINISTRATION: Reporting to Head HR & Units – Preparing MIS reporting – Heading the Total Establishment Security, Contact Labour, House Keeping Canteen, To ensure Good House Keeping in the plant premises & to maintain good plantation in the open premises as well as across boundary.
· DISCIPLINARY ACTIVITIES: Maintaining Code of  conduct for strict discipline – issuing of Show Cause Notices \, Warning Letters and Memos to the Indiscipline Personnel.
· STATUTORY COMPLIANCES :- P.F. Returns – E.S.I. Returns – Factories Licenses & Returns – Employment Returns – Welfare Fund Submission etc.

· LIASION WORKS: Dealing with  all Government Bodies like

· A.P. Pollution Control Board  to obtain CFE, CFO, Attending to Compliance scrutiny, Task Force issues

· Provident Fund Office, attended  Bank attachments, Court cases, Personnel Enquiry  7A/14B apart  from regular return submissions

· Employees State Insurance all Employees related issues with obtain super speciality treatment facilities apart from regular return submissions

· Labour Department  possessing of Labour / Contractor/ Employer Licenses along with  Workmen Compensation  awards  for deceased cases.

· Fire Department to obtain NOC from Regional Level 

· Jt Chief Inspector of Factories, all issues relates with Factories

· Drug Control Administration,  to procure day to day product licenses apart from cGMP, WHO GMP etc.,

· District  Revenue Department  to obtain clearances for Explosives etc.,

· Attended No. Court cases  pertaining to Factories Department, EPF, Fatal Accidents, 

· AS  A HR MANAGER IT IS PART AND PARCEL OF THE ROUTINE JOB.

ACCOMPLISHMENTS:
· Manned 500 to 700 employees in the organization
· Attended No. of Court Cases in lieu of Fire Accidents, Factories Department and PF,ESI Attachments etc., etc.

· Counselled employees on absenteeism by sympathizing with their difficulties and tried to resolve their problems. Changing the permanent duties of employees when absent for duties as disciplinary measure to make them regular etc.

· The main asset it to enthusiastic to face day to day problems in pertaining to HR, PERSONNEL And ADMINISTATION ESPECIALLY LIASION WORKS;

· All and above and all liaison works will do with self drafting;

· Implementation of Company Policies pertaining to HR
PERSONAL DETAILS:
Date of Birth


: 13th August 1971

Languages proficiency
: Telugu/Hindi/ English/ Urdu/ (Arabic read) ( read , write, speak with     

  fluency)
Marital Status


: Married  
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Children


: one Son &one Daughter
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