Praveen 
Praveen.352652@2freemail.com  
__________________________________________________________________________________
Management Operations / General Administration with growth Seeking assignments in Human Resources Management / Personnel oriented Organization of repute
PROFESSIONAL SNAPSHOT

An Ex –serviceman having impeccable experience in HRM & Admin and Training environment with specialization in   Security, Counter Intelligence & Basic Interrogation.

Professional Summary
M.A., M.P.M (Master In Personnel Management) with 10   years’ experience in the area of                   HR & Admin. 
With Effect from 06 Jun 86 to 30 Jun 2006 ,  worked in the Indian Air Force   for 20 years  as Administrator.
Currently associated with MNC Company - Oerlikon Friction Systems (India) Ltd, Sanaswadi, Pune as Asst.  Manager – HR & Admin. From 20 Sep 2014 to till date.
Area of Expertise

Personnel Administration
· Managing smooth implementation of HR policies for Pay Roll, recruitment, performance appraisal, selection, induction & orientation, Appointment letter, POSH Act and Statuary Compliance.
· Full Final Settlement & Time Office.

· Agreement of service provider & Contract Labour & monthly bill checking.
· Managing facilities such housekeeping, Security, Transport. Arranged social gathering and maintenance of Guest House, Hotels booking and Travel Booking.
· Visa Processing.

· Vendor Management.
Training & Development 

· Arrange training programme for staff & new joined employees as per schedule.

· Preparing training programmes calendar and arranging the training in house faculty and out house faculty.
· Feedback & Effectiveness of training.
· Maintain Training record & Feedback form.

Industrial Relations

· Ensuring prompt resolution of employee grievances to maintain cordial management- employee relation and achieve dedication by the workers.
ZF Steering Gear India Limited 






Jun 11 – Sep 14

The company is a joint venture with German and having the 1200 workforces in the factory.
As Sr. Officer – Personnel & Admin
Personnel Administration

· Managed smooth implementation of HR policies for manpower planning, recruitment, selection, induction, orientation, issue of appointment letters.
Time Office & Payroll.

· Update Payroll master of due employees and  Wages  & Salary administration
· Contract Labour & Contractor Bill checking.
· Full Final Settlement 
Training & Development 
· Arrange training programme for staff & new joined employees as per schedule.

· Preparing training calender and arranging the training In house faculty and out house faculty.
· Maintain Training record & Feedback form.
Industrial Relations

· Ensuring prompt resolution of employee grievances to maintain cordial management- employee relation and achieve dedication by the workers.

· Act proactively to avoid legal problems esp. in relation to Labour Laws.

· Negotiating and amicably setting disputes with the employees and maintaining discipline & harmonious working environment across all employee levels.

General Administration/ Statutory Compliance.
· Liaison with Government Departments and Statutory Authorities under various acts such as PF, minimum Wages,  Contract Labour, Labour Commissioners/Officers , MPCB, Grampanchayat and Factory Inspector.

· Managing facilities such housekeeping, Security, Transport. Arranged social gathering and maintenance of Estate.
· Negotiating and finalizing contracts for the jobs outsources, building maintenance, material purchase, civil /electrical work, etc.


Shoei Finishing Pvt. Ltd. Alandi, Pune





 Jul 06 – Jun 11
The company is a joint venture with Shoei-Japan having 400 workforces in the factory.
As Sr Officer – Personnel & Admin

· Was accountable for handling HR functions including manpower planning, recruitments and implementation of HR polices.

· Apart from HR managed administrative functions such as house keeping, canteen facility security, first aid, & Transport etc.

· Controlled administrative expenses and improved services close to satisfaction level.

Indian Air Force
Growth Path:

Jun’86 - Jul’87 Training, Jul’87- Nov’2000 In charge of HRM & Admin) 
Dec’00- Jun’06 Sr. Non-Commissioned Officer [Sr I/C of HRM & Admin)
Apr’02 - Jun’06
In-charge [Imparting Training to Air Warrior on Security, Counter Intelligence & Basic Interrogation, and Sr I/C of HRM & Admin Flt)

Key Result Areas 
Administration

· Directed administrative activities for ensuring efficient administration of the entire Air Force Station in terms of Manpower planning, leave record of Air Warrior & Officers, Performance Appraisal Welfare, drafting of letters & policies, Security and Discipline, Indent for stationery, House Keeping.
· Daily correspondence between various departments of Air Force and Management of Funds.

· Performed Secret & Confidential PA duties in various Air Force Units.
· Managed Air Force Mess/Canteen,  purchase fresh ration, indent for dry ration etc.
Training & Development

· Efficiently Imparted training on Security, Counter Intelligence & Basic interrogation at Air force Intelligence School, premier training institute of Air Force Based at Pune (The School was comprised 22-31 high skilled personnel)

Training

· One year Administrative Training at Administrative Training Institute, Air Force Station, Belgaum (Karnataka) in 1987 

· Specialization Training on Security, Counter Intelligence & Basic Interrogation from Air Force Intelligence School, Pune (Jan 05 to Mar 05).
· Certified internal auditor for ISO 14001: 2004 from TUV Rheinland India Pvt. Ltd.

Achievement: With effect from 20th Sep 2014 to 31st Mar 2016 successfully worked in the formation of the new plant of  Oerlikon Friction Systems India Limited ,  Sanaswadi, Pune.  
ACADEMIC RECORDS:
	Degree
	Institute/University
	Year Of Passing

	M.P.M
	Pune  University
	2002

	M.A
	Meerut University
	1996

	B.A
	Meerut University
	1991


COMPUTER  SKILLS:
MS office (Microsoft office, Excel, Word, Power Point etc.)
Date of birth: 

02nd July 1966
Gender:          
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