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     (Tourist Visa Valid of UAE till 25th Jan -2017, Immediate available for Joining )
Career Objective

To promote my abilities and talent towards a growth oriented career and to give the best services to the Organization 
SYNOPSIS
An incisive professional 6 Years+ Exp. in Human Resources, Personnel & Administration in Electricals and automobile Sector.
Currently working with ILJIN Electronics (I) Pvt Ltd. (Greater Noida) as  Assistant Manager – Human Resources
Representing the Human Resources Department activities and dealing various committees in                     organization.

Profile and Experience- I have Six Years+ Experience in the Field of Human Resource and Administration in   HR Generalist profile. I was reporting to Sr. Manager-HR and three person was  directly reporting to me. Handling Training, Recruitment, PAMS, Employees Engagement, SDP, Canteen Management ,Administrative Activity, Welfare ,Payroll, Employee Relation and Industrial Relation ,Contract Lobour Management, Ensure Safety in Plant, Time office activity, HR Budgeting, HR Capital Management,  Implementation  of   Departmental  KRA/KPI,
 Knowledge of SAP (HR Module) and Saviour Software 
Able to complete given targets on time and within assigned budget

Professional experience
	Current Organization Detail/Job Profile (Feb-2016 to till date)

	 ILJIN Electronics (I) Pvt Ltd. (Greater Noida) – Worked As an   Assistant Manager. HR and Admn. From  Feb’16 to August-16  reporting to HR – AGM.


ILJIN  Electronics ( I ) Pvt. Ltd., is a world class  OEM  & ODM South Korean Company based at Greater Noida (Near New Delhi) India. Its OEM Division is engaged in Manufacturing of Electronic Controller Boards for Air Conditioners, Washing Machines, Microwave Ovens, Auto LED Lighting Boards for most of the Reputed Auto Brands by following international Standards of Quality and Manufacturing  Systems.
	Previous Organization Detail/Job Profile (March-2013to Feb-2016) 

	 Microturners (Haridwar) -  Worked As  Sr.Executive- HR and Admn  from  March’13 to Feb-16, reporting to  HR – AGM. (it’s Vendor of HERO Group and 800 Employees working in Haridwar Plant) 


	Previous Organization Detail/Job Profile ( From Sept-2010 to Feb-2013)

	 Panasonic Anchor Electricals Pvt. Ltd.   Worked As  an Executive- HR and Admn from Sept-
’2010 to Feb-2013,Reporting to HR-Head (it’s part of Panasonic Corporation and 4000 employees working on this Plant)


  


  Job Profile     
Contract Labor Management
· To deal with contractors for manpower requirement

· To make the agreement with contractors 

· To check the bill of contractors and proceed it to account department

· To ensure the compliance status under contract labor act,1971 of all contractors

· To ensure the disbursement of wages of contract manpower with in time

· To  deal with all kind of issue of contract manpower
Employee Relations/Welfare
· Administering company ER policy to maintain harmonious employee- relations

· Ensuring prompt resolution of employee grievances.

· Looking after House keeping of plant.

· Tracking absenteeism and counseling to minimize it.

· Managing Welfare/admin Activities 
· VISA Processing and FRRO Work
Recruitment/Training
Talent Development and Management: 
· Creating and maintain training budget and calendar – Yearly and monthly

· Identifying Internal and External trainers for training programmes as per training calendar

· Prepared & Implemented TNA & Feedback analysis for the employees of the organization

· Organizing the trainings at Plant Level for Team Members & Staff

· Executing Performance Management system in the plant by adhering to targeted timeline

· Identifying training needs of Hi-Pots by conducting Assessment Centers and Development Centers
· Maintaining and freezing organizational structure by taking care of promotional issues
· Drafting and designing Employee Satisfaction survey and Organograms for each department and Whole organization
· Updating and redesigning the T&D procedure based on identified needs (PMS and Competency mapping), introducing learning Management system and identified the gaps existing in the system.

· Designing the questionnaire and analyzing the wage and welfare activities of other industries 
· Drafting and designing competency Mapping, Skill – Matrix.

· Workers Welfare activities (Maintaining Crèche , medical room, training to workers for Leave and Wage , Mediclaim policy , Basic Awareness and educational programs)
Talent Acquisition:
· Understanding and verifying manpower requirement from various sections in the plant

· Managing and accountable for the complete recruitment life-cycle for staff members and ITIs
· Analyzing hiring gaps and designing hiring guidelines to get desired quality and cost
· Design and develop recruitment trackers, MIS for periodic reviews
· Responsible salary positioning, offer negotiation & timely closure of positions under KPI

· Ensuring that the candidate possesses the required skills set/behavioral competence and can be aligned to the organization culture via HR round of interview

· Executing GET, DET and MT - Campus recruitment, designing selection process and tests for them.
· IJP (Internal Job Posting) Rollout, Collecting applications and short listing eligible candidates
· Managing effective and smooth on boarding of new hires in coordination with functional Managers as per defined process to ensure their acclimatization to the organization for better engagement and stability

· Keeping a record and releasing appointment letters (new joinees) and Confirmation letter (Employees completing probation period)

· Responsible for Exit interview conduction and subsequent decisions by analyzing trends
· Supporting documentation of Company policies, processes and personal data of associates
Administration and others
· Participate in General Administration and Local Administration.

· Coordinating with several committees on various points - Absenteeism / Welfare / Cultural / Safety / Uniform / Transport / Canteen Committee.

· Leader of Safety Committee in organization and responsible the Plant Safety.
Payroll 
· Ensure the payroll process Timely
· Ensure the Preparation & disbursement of salary(Using Specialized Software) 

· Make the MIS status of Salary and wages.

· To sit with production department and try to reduce unnecessary overtime of worker

Personnel & IR
· Attending to statutory compliance viz. PF,ESI,all returns as per the factories Act.

· Liaison with Govt departments viz. ALC office, ADF’s Office etc. 

· Contract Labour management  

· Canteen/Gardening/House Keeping/Company vehicles 

· Programmes for employee engagement 

· Liaison with local authorities

· Responsible to take care of  employees LTA, Med claim and other permitted re-imbursements.  

· Liaisoning  ( PF,ESI, Factory Act Returns, Wages and Compensation Management etc) 

· Responsible for maintaining all Compliance records. 

· Working knowledge of social compliance

· To maintain all records and returns i.e. monthly, quarterly, half yearly & annual under applicable acts
Achievements

· Independently  handle  all the HR activity of Roorkee plant of Anchor electrical Pvt ltd

Attended trainings on  7 QC Tools, ISO,Advanced Computer Awareness (Excel).

Certified First Aider.
  Educational Background

Professional:-

· Master in Business Administration (MBA, 2008-10) from ICFAI University, Dehradun securing _6.11___CGPA(61%) .(Specialization in HR )

· PGDPM  and LW from Shimla University, securing 60% marks( Ist division).
Academic:-
· Bachelor in Commerce from Kurukshetra University , Kurukshetra (2008), Securing   63%  marks.
· 10+2 (Commerce) from H.B.S.E., Bhiwani (2005) ,Securing  69% marks. 

· Matriculation from H.B.S.E., Bhiwani (2003) ,Securing 78%  marks.

 STRENGTHS

· Hard worker

· Honest
· Innovative
Personal Details


	Date of Birth
	3aug, 1986

	Sex
	Male

	Martial Status
	Married

	Nationality
	Indian

	Languages known
	Hindi,English & Punjabi


DECLARATION

· I here by declare that the information given above is true up to me concerned.
