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Career Objective: 

To seek a challenging position of strategic importance in the corporate environment by making a contribution in the organisation to the best of my abilities and to sharpen my own skills in the due course

· Strong Analytical and Problem solving skills with a demonstrated ability to accurately identify root cause of problems and develop effective solutions. 

· Possess an excellent interpersonal skill, which helps me to be productive in both team and independent environments.

· Excellent written and oral communication skills.

Key Functional Areas 

Training & Development

· Coordinating Training Need Analysis by analysing the forms in consultation with various department

Heads based on the organisations competency framework.

· Prioritise training requirements keeping in mind the needs of the business and thereby creating an optimal training calendar.

· Identify both internal and external training resources with help of senior executives.

· Monitoring and reviewing the progress of trainees through follow up questionnaires and thorough discussion with trainees. Analyse and capture data on training effectiveness and look at various ways to improve the training mechanisms.

Performance Management

· Coordinating and Facilitating Performance Assessment by filling up the progress reports in consultation with senior executive across all levels in the organisation.

Recruitment & Selection
· Managing the complete recruitment life-cycle for sourcing the best talent from diverse sources and Support the managers by coordinating recruitment & selection of candidates with the right skills, experience, aptitude, values and attitudes in the agreed time frame.

· Coordinating the selection procedure by identifying, screening, evaluating and matching qualified candidates.

· Managing recruiting functions through Candidate searches through various portals, phone     screens and background reference checks. 
· Coordination with the bank representative and new hires for the salary account opening.

· Verification of the employees, Feedback to the candidates after conducting their interviews

· Vendor management.
· Maintain the employee database on a regular basis and generate monthly reports.
· Verification check of shortlisted resumes before calling.
· Supporting employee engagement activities at Factory Premises.
· Payment settlements of vendors, Reimbursement settlements
·     Manpower Planning and Utilization (House Keeping Team, Security Team, Canteen manpower Team , Production manpower Team )
Training
Training in Human Resource Department for a period of Eight weeks with (MAHALE Filter Systems) Parwanoo (Himachal Pradesh).
During the training period the following project was undertaken and compiled:
· Manpower Planning and Utilization:-
Meaning:  Total supply of personnel available or engaged for a specific job or task.Objective Of the Study: To analyse the awareness of method being used for manpower efficiency calculation in the company.Calculation of Manpower: Define the hours of productive work compared to non-productiveChanges Needed:  Positive work cultureHigh Cost Of Manpower: Can be managed and justified by giving more responsible/ value added jobs to the senior employees by ultimately increasing their capability.Work Methods: In all the literature on labour-based construction there is much reference to daywork, taskwork and piecework. The findings of the study were:-Proper scheduling required for loading activities.Time study format  increases productivity.Allocation of checkers needs to be reallocated.Manpower allocation should be done properly at loading and unloading points.
Employment Scan 

Since 10th  October, 2010 to 19 Nov 2015.













HR  Cum Lisioning Affairs Officer
Company:

 Marc Laboratories Ltd. W.H.O Certified,  
Company Profile : MARC  LABORATORIES  LTD, BADDI  HPSIDC AREA (H.P). 
                                        BHARAGARH  HYDRO  PROJECT  IN MANALI ( H.P).
Currently Working with : D.P CHOCOLATES PVT. LTD. Baddi (H.P ) 
As H.R cum lisioning Executive Since, Nov 2015 to Till Date 
              Third Party Manufacturer of Cadbury  (Moendelez International ) Baddi 
On Job Project:-
An on job project was undertaken and submitted to the Small Scale Industries on the basis of which awards are given to the company
The Project Report following:

· SSI Registration ,List of directors with address,Manufacturing Process- previous and constant, Electricity Bill,Copy Of Agreement- land papers permission, BBNBA- NOC,Land Registry,List Of Raw Material,List Of Products,ETP Drawing .
Role:

·     Statutory Compliances.

· Recruitment of Staff/ Workers.

       Organising Welfare Activities.

· Coordinating all the HR activities as mentioned above. 

· Conducting the joining formalities, which include Induction/Orientation and final Placement of the new incumbent at the concerned department.

· Handling Exit Interviews and Attrition issues.

· Preparing and maintaining employee’s personnel files.

· Maintaining - Employees Records (Appraisal Forms, Increment)
MIS

- Monthly reports of MIS (For Corporate Office)

- Monthly Budget

- Preparation of Review Data

- Other Reports required by Corp. Office.

-  Reconciliation with Accounts Deptt. Of Various Reports (Advance, Salary Vouchers,   Etc.)
Current Company:-  DP CHOCOLATES SINCE  NOV 2015 as Sr. Executive in Human Resource .
Industrial Relation

· Lisioning with govt. Department  related to company work : Food and Drug Authority. Labour Deaprtment. Industry Department,Pollution Control Department, P.F and ESI Department. Ayush Department of Haryana, Revenue Department,Revnue Department.
Scholastics 

	Bsc.   In  Hospitality


	Chitkara School Of Hosptality

Chandigarh
	Hospitality 2005 to 2009


	H.S.C
	H.P.  Board
	General 

	S.S.C
	National Open School
	General 2004

	PGDPM
	H.P University
	Personal Managment with Welfare L.W 2012



                                                                     Professional Qualifications

· Masters in Business Administration in HR with 60% from National Institute Of Managment Shimla 2010
Strengths:
My strength in constant quest for knowledge, positive & analytical attitude and ability to deal with human behaviour. I am pro-active and hard working and believe in honesty.

Skills: 

I have good communication skills, which helps me to convey my message effectively and efficiently. My leadership skills help me to take a plunge and initiate the work. I consider teamwork to be the best tool to achieve the objective.

Technical Qualifications:

· Prominent in handling MS Office, internet & intranet, basics in computers and software installation.
                                                                                     Personal Vitae 

DOB: 21st January 1986

Nationality: Indian

Languages Known: English, Hindi.

Other Interests: Fond of Listening to music, Reading News Paper, 
Remuneration Package (Annual)
: 3 Lacks with CTC
DECLARATION:

I hereby declare that all the information furnished above is true to the best of my knowledge. If I am 

being given an opportunity to serve in your organisation I will leave no stone unturned to prove my 

ability.
UMESH THAKUR
References if required shall be provided at interview.
