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[bookmark: lw_1290690345_5]A Management Position in a Professional Organization utilizing Human Resources, Administrative, IR, Legal & Risk Management skills

Professional Synopsis

A qualified professional with 20 years of rich experience in Human Resources, Personnel, Administration and Risk Management including Recruitment, WFM, Administrative Functions, Maintenance of Contracts, Industrial Relation and Legal. 


Organisational Experience
[bookmark: _GoBack]
Associated with AUTO NEEDS INDIA (P) LTD as Administrative Officer: Since Feb 97 to Jan 98

Associated with DIVECHA GLASS   INDUSTRIES as Personnel Officer since Feb’98 to Nov’98

[bookmark: lw_1290690345_9]Associated with WILSON SANDHU LOGISTICS INDIA LTD. as Assistant Manager -Personnel and Administration since Nov’98 to July ‘03

Associated with ELDER PHARMACEUTICALS LTD. as Manager - HR & Administration since Aug’03 to Dec`17

Associated with HALDYN GLASS LTD.  as Manager – HR & Administration since Jan 17 to Feb 2019

Associate with VOXTUR BIO LTD.  as HEAD– HR & Administration since  August 19 to  Feb 2022

Associate with SHAHIL ENTERPRISES  LTD.  as SR.MANGAR– HR  since  APRIL  2022 to  JAN 2024

Associate with S.D. FINE- CHEM LTD.  as MANGAR– HR  since  FEB  2024 to  TILL THE DATE



Assignment Handled: 

HR Functions: 

· Recruitment & Selection Procedure, Employee Induction,                   
· Manpower Budgeting & Manpower Productivity studies
· Compensation Survey and Analysis
· Performance management system   
· [bookmark: lw_1290690345_11]Responsible for job description, evaluation, promotions
· Maintaining all details about the employees checking attendance, identify regulate various policies pertaining to HR Recruitment Policy, Leave Policy, Induction Policy, Welfare Policy, Security Policy,  Sexual Harassment, etc.
· Giving  Training to the employees for Personalty Development,Safety,Risk,Hygiene,Induction,etc.
· Matrix Competency , Skill Competency, 
· Assigning job  role ,responsibility & Authority  
· Reviewing and Facilitating Medical  Check up  and Hygiene




Industrial Relations

· Disciplinary Actions 
· [bookmark: lw_1290690345_14]Drafting Charge Sheets, Show Cause Notices, Warning Letters
· Conducting Domestic Inquiries
· [bookmark: lw_1290690345_16][bookmark: lw_1290690345_17]Drafting of Memorandum of Settlement under Industrial Dispute Act
· Handling all statutory  compliance along with various statutory returns
· Provident Fund 
· E.S.I.C  
· Workman welfare fund 
 
Administrative Functions

· Completely responsible for housekeeping of the Plant & Office Premises
· Licensing Documentation with various Local & Central Bodies like
· B.M.C Permits and Licenses
· Inspection of Factories, Factory License & registration
· Shops & Establishment, Registration
· Maintenance of contract with:- 
· Air Conditioner Maintenance, Tempo/Vehicle Servicing, Payment of bills etc, Security Services Attendance checking, Payments, Agreement, Labor consultant/Advocate Maintenance of contract, Bill Payment Looking after all society Matters, payments contracts
· Attending interpersonal issues arising at work place & initiating motivational activities
· [bookmark: lw_1290690345_12]Utility (MTNL) New Connections, Shifting of phone, Bill payment, Maintenance contract of EPBX system Fire Brigade Department - Fire Report , Feedback, etc
· Stationary supply and Control
· 
Legal
· [bookmark: lw_1290690345_18]Court matters (Negotiable Instrument u/s 138 , Labour & civil matter)
· Court matters ( PNGRB, Society, Insurance, Civil, Criminal etc.)
· Dealt with Head of  Internal & External  Union
· Having Experience to do all correspondence from the beginning  Charter of demand  till Arbitration  & Conciliation
· [bookmark: lw_1290690345_19]All the Labor matters under Industrial Dispute Act mentioned in Schedule I & II
· Liaisoning with Labour  commissioner  office for all matter
· Drafting the Settlement of Memorandum under I.D. Act.
· Co-ordination with Advocate/Solicitors towards the cases under High Court, Metropolitan Magistrate Court, Lower Court etc. Insurance
Insurance
· Industrial All Risk, Workmen Compensation, GPA, Burglary & housebreaking, Householder, Fire, Fidelity, Marine Policy,etc.
Highlights:
· Group Training- MODI STEELS INDUSTRIES LTD. on “General Practices of Personnel Management
· Training attended- BATA INDIA LTD on “Employee Induction and Training

		Academic Credential 
· MBA (Personnel Management & Industrial Relations)
· LLB
· Advanced Certification in PC Applications- NIIT
· B.Sc.  
Personal Profile
Address	Marigold Bldg, No.5A, Flat No.304,Beverly Park, Kanakia, Mira Road- (East), Thane. 401 107
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