


SANTOSH K SONI
Manager – HR Administration | Industrial Relations | Liaisoning
📍 Greater Noida – 203207, Uttar Pradesh, India
               📧 Email: santoshsoni85@gmail.com               
📞 Mobile: +91-7974905117 | +91-7033129085
🔗 LinkedIn Profile: Available upon request

PROFESSIONAL OBJECTIVE: -
· Seeking Managerial Assignments in HR, Administration & Industrial Relations with a reputed organization anywhere in india
· Senior HR & Administration professional with 20+ years of diversified experience in Human Resources, Administration, Industrial Relations, Statutory Compliance, Employee Relations, Liaisoning, and Project Support Operations across Head Office, Regional Office, and Site/Project Office environments. 
· Proven expertise in managing end-to-end HR & Administration functions, including Industrial Relations, HR Operations, Recruitment Coordination, Employee Lifecycle Management, Payroll Coordination, Contractor Management, Legal & Statutory Compliance, HR Audits, Documentation, Employee Welfare, CSR initiatives, Facility Management, Vendor Management, and general administration. 
· Strong experience in industrial relations management, grievance handling, employee engagement, workforce discipline, union coordination, labour law compliance, conflict resolution, and maintaining harmonious relations between management, workforce, contractors, and external stakeholders. 
· Strong exposure to handling site administration and project support functions including accommodation management, transport management, security management, housekeeping, canteen operations, office infrastructure, employee welfare arrangements, vendor billing coordination, asset administration, and day-to-day site operational support. 
· Experienced in managing cross-functional teams, contractors, vendors, and multi-location administrative operations with a proven ability to streamline processes, ensure statutory compliance, improve operational efficiency, and support business continuity in challenging project environments. 
· Strong leadership, stakeholder management, negotiation, interpersonal communication, and problem-solving skills with the ability to work effectively with senior management, government authorities, employees, unions, contractors, and local communities. 
· Seeking leadership opportunities in HR, Administration, Industrial Relations, Compliance, Liaisoning, or Project Administration with a reputed organization anywhere in India.

· CURRENT EMPLOYMENT: -  

Larsen & Toubro Limited - Manager – Administration, Industrial Relations & Liaisoning

HUMAN RESOURCES & TIME OFFICE MANAGEMENT : 

· HR & Administration professional with extensive experience in managing end-to-end Human Resource Operations and Time Office Management across Head Office, Regional Office, and large-scale Project/Site Operations. 
· Lead complete employee lifecycle management including manpower planning coordination, onboarding, induction, joining formalities, employee documentation, personnel file management, transfers, exits, and HR operational support for staff and contract workforce. 
· Manage Time Office operations covering workforce attendance monitoring, biometric attendance systems, shift planning, roster preparation, overtime management, leave administration, and deployment coordination, ensuring accuracy in timekeeping and workforce productivity. 
· Handle payroll input management and payroll coordination through validation of attendance, overtime, leave records, wage inputs, and statutory deductions in coordination with Finance, Accounts, and payroll processing teams for timely salary disbursement. 
· Administer leave management, employee database management, MIS reporting, HR documentation, employee records, and compliance registers with high accuracy and adherence to company policies and statutory requirements. 
· Drive employee engagement, welfare, and retention initiatives, including grievance handling, employee welfare measures, accommodation support, medical assistance, employee facilities management, and workplace wellbeing programs to maintain high employee morale and productivity. 
· Ensure full compliance with Labour Laws, HR Policies, Statutory Regulations, Internal Audits, and Legal Documentation, including maintenance of statutory registers, inspection records, labour compliance documents, audit readiness, and timely submission under applicable Acts. 
· Plan and execute Corporate Social Responsibility (CSR) activities in coordination with management, local authorities, village representatives, and community stakeholders in alignment with organizational objectives and statutory requirements. 
· Strong experience in managing large workforce administration, contractor manpower coordination, employee relations, disciplinary matters, policy implementation, HR process improvement, and day-to-day operational HR support in multi-location environments. 
· Proven ability to coordinate effectively with HR, Finance, Accounts, Legal, Procurement, Project Teams, Contractors, Government Authorities, and External Stakeholders, ensuring seamless HR operations, compliance governance, and business continuity. 
· Recognized for strong leadership, team management, employee relations, stakeholder engagement, problem-solving, and execution excellence with a consistent track record of supporting business operations and achieving organizational objectives. 
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       GENERAL ADMINISTATION:

· Seasoned Administration professional with extensive experience in managing end-to-end General Administration, Site Administration, and Corporate Administration functions across Head Office, Regional Office, and large-scale Project/Site operations. 
· Proven expertise in leading complete administration operations for corporate offices, project offices, site establishments, guest houses, labour camps, transit accommodations, and employee residential facilities, ensuring seamless operational support and business continuity. Led office setup and mobilization activities for new project sites, including space planning, utilities, furniture, IT coordination, and essential amenities.
· Strong experience in office establishment, project mobilization, and infrastructure setup for new project locations, including workspace planning, office infrastructure, utilities, furniture, IT coordination, communication systems, and deployment of essential administrative facilities.
· Managed complete Facility Management operations, including office maintenance, housekeeping, canteen and pantry services, stationery administration, office supplies, mail handling, filing systems, record management, and day-to-day workplace support services.
· Extensive exposure in Asset Management and Inventory Control, including procurement coordination, material allocation, asset tracking, stock verification, physical audits, maintenance coordination, and disposal management of office and site assets. 
· Expertise in Vendor Management and Administration, including vendor identification, onboarding, commercial negotiations, service agreements, work order processing, billing verification, SLA monitoring, and vendor performance evaluation. 
· Managed transportation and fleet operations, including vehicle deployment, route planning, travel logistics, fuel monitoring, maintenance scheduling, and coordination with transport vendors for employee and project mobility.
· Handled Travel & Accommodation Management including ticket bookings, hotel reservations, guest house administration, employee accommodation, protocol arrangements, and travel logistics for employees, visitors, senior management, and government officials.
· Experienced in handling lease administration, rent agreements, tenancy management, office leasing, and utility service coordination, including electricity, water supply, sanitation, and related infrastructure support across project locations.   
· Acted as key administrative coordinator for liaisoning with government departments, local authorities, utility providers, landlords, contractors, and external service agencies for permissions, operational support, statutory requirements, and project-related approvals.
· Managed visitor management, security coordination, access control, appointment scheduling, meeting arrangements, and protocol management, ensuring adherence to company procedures and security standards. 
· Supported local recruitment and deployment of project-based manpower, ensuring timely mobilization of staff and uninterrupted operational support at project sites.
· Controlled administrative budgeting, cost optimization, vendor expenses, and resource utilization, with focus on operational efficiency, cost control, and effective service delivery
· Implemented administrative policies, SOPs, governance frameworks, and process improvement initiatives to strengthen compliance, improve turnaround time, enhance service standards, and drive operational excellence. 
· Maintained complete control over document management, confidential records, official correspondence, and safeguarding of company assets and sensitive administrative information. 
· Provided strategic administrative support to senior leadership, project management teams, and business stakeholders, enabling smooth execution of construction activities, project operations, and organizational objectives across multiple locations.
LAISIONING WITH INTERNAL AND EXTERNAL AGENCIES :
· Senior professional with extensive experience in Government Liaisoning, Stakeholder Management, and Statutory Coordination across Head Office, Regional Office, and large-scale Infrastructure/Project Site Operations. 
· Proven expertise in managing end-to-end liaisoning with Central Government, State Government, Local Administration, Statutory Authorities, Regulatory Bodies, and External Agencies for obtaining approvals, licenses, registrations, renewals, NOCs, permissions, and project-related clearances. 
· Successfully led liaisoning activities for securing statutory approvals, legal clearances, operational permissions, and compliance certifications essential for project mobilization, site establishment, plant operations, and uninterrupted execution of project activities.
· Extensive experience in coordinating with Pollution Control Board for obtaining Consent to Establish (CTE), Consent to Operate (CTO), environmental approvals, renewals, compliance submissions, and statutory permissions related to batching plants and project operations. 
· Managed liaisoning with CGWA, Water Resource Authorities, Irrigation Department, and Canal Authorities for groundwater permissions, borewell approvals, water extraction approvals, canal crossing permissions, water usage approvals, and related compliance matters. 
· Strong liasioning experience with Revenue Department, Tahsildar Office, Talati Office, Collectorate, District Magistrate Office, and Land Acquisition Authorities for land-related matters, revenue records, certifications, approvals, documentation, and administrative coordination. 
· Acted as key coordinator with Police Department, Superintendent of Police Office, Dy.SP Office, Local Police Stations, Traffic Police and District Administration, security coordination, movement permissions, route approvals, inspections, VIP visits, and heavy vehicle movement clearances. 
· Liaised with Electricity Board / Power Distribution Authorities for temporary and permanent electrical connections, load sanctions, inspections, approvals, and utility infrastructure support.
· Coordinated with Forest Department, Municipal Authorities, PWD/R&B Department, and Local Governance Bodies for permissions related to access roads, road cutting, ROW approvals, infrastructure development, restoration works, and project-related statutory compliance. 
· Built and maintained strong coordination with Gram Panchayat, Gram Sarpanch, village representatives, local communities, and public stakeholders, ensuring smooth community relations, resolution of local issues, and uninterrupted site operations.
· Managed liaisoning with Labour Department, Labour Commissioner, Labour Enforcement Officer, EPF Authorities, BOCW Welfare Board, and Workmen Compensation Authorities for labour compliance, statutory inspections, registrations, legal documentation, notices, and worker welfare-related matters.
· Coordinated with subcontractors, consultants, vendors, and service providers for statutory compliance submissions, manpower deployment approvals, labour documentation, induction clearances, NOCs, and regulatory compliance requirements. 
· Maintained regular coordination with Government Hospitals, Medical Officers, Emergency Response Authorities, and Public Service Departments for employee welfare support, emergency medical assistance, and urgent operational requirements. 
· Strong capability in handling regulatory documentation, approval follow-ups, compliance tracking, stakeholder communication, issue resolution, and escalation management, ensuring timely approvals, risk mitigation, avoidance of penalties, and smooth project execution. 
· Recognized for strong relationship management, negotiation skills, government liaisoning expertise, stakeholder engagement, and ability to work effectively with senior management, regulatory authorities, contractors, and local communities to support seamless business and project operations. 
         INDUSTRIAL RELATION / LABOUR WELFARE :

· Accomplished professional with extensive experience in Industrial Relations, Labour Welfare, Employee Engagement, Workforce Administration, and Statutory Compliance across large-scale infrastructure projects, regional offices, head office, and site operations. 

· Led end-to-end Industrial Relations and Labour Welfare functions for large workforces, ensuring a safe, compliant, productive, and employee-focused work environment while maintaining operational continuity. 
· Served as the key point of contact for employee grievances, workmen disputes, disciplinary matters, and conflict resolution, ensuring timely closure through effective counselling, negotiation, and policy implementation.
· Built and sustained strong industrial relations between management, contractors, subcontractors, and workforce, fostering harmonious workplace culture and minimizing labour disruptions.   
· Managed disciplinary and employee relations matters including advisories, warning letters, show-cause notices, investigations, domestic enquiries, corrective actions, and policy compliance as per company procedures.
· Administered labour welfare operations across project locations, ensuring compliance with welfare standards, employee wellbeing programs, and continuous improvement of labour living and working conditions.
· Supervised Labour Colony management, ensuring statutory compliance and proper maintenance of accommodation, sanitation, drinking water, electricity, housekeeping, toilets, recreation areas, and canteen facilities in accordance with BOCW requirements. 
· Conducted periodic inspections jointly with EHS, Administration, and Project Teams to ensure health, hygiene, safety, housekeeping, and welfare standards across labour camps and site facilities. 
· Coordinated with contractors, subcontractors, manpower suppliers, and project teams for workforce planning, labour deployment, attendance issues, welfare compliance, productivity improvement, and retention management.
· Organized regular meetings with contractors and site leadership to review labour welfare, accommodation standards, workforce grievances, compliance requirements, and operational challenges. 
· Planned and executed employee welfare, engagement, and retention programs, including reward & recognition initiatives, employee appreciation events, cultural activities, sports programs, family gatherings, recreational events, suggestion schemes, satisfaction surveys, and employee connect programs. 
· Organized regular health camps, medical check-ups, emergency medical assistance, and occupational wellness initiatives for workforce welfare and employee wellbeing.
· Conducted awareness programs on health, hygiene, occupational safety, HIV prevention, labour welfare schemes, and employee wellbeing to strengthen workforce awareness and workplace standards
· Managed canteen operations, pantry services, food quality monitoring, guest house administration, hospitality management, and employee accommodation services for staff, workforce, visitors, and senior management. 
· Planned and implemented CSR initiatives and community welfare programs in coordination with internal stakeholders, local authorities, and surrounding communities. 
· Ensured availability and maintenance of critical employee welfare and administrative infrastructure, including utilities, water supply, lighting, communication systems, office support services, and general site facilities. 
· Ensured full compliance with all applicable Labour Laws, Industrial Relations policies, and statutory regulations, including:
CLRA Act, BOCW Act, Inter-State Migrant Workmen Act, EPF Act, ESIC Act, Minimum Wages Act, Payment of Wages Act, Payment of Bonus Act, Payment of Gratuity Act, Equal Remuneration Act, and related legal requirements.
· Managed BOCW welfare administration, including labour registrations, worker welfare schemes, beneficiary enrolment, EPF UAN activation, statutory records, labour welfare passbooks, e-Pehchan cards, notice board compliance, and regulatory documentation.
· Responsible for preparation and maintenance of statutory registers, annual returns, labour records, accident reports, health registers, compliance documentation, inspection records, and audit support.
· Coordinated with Labour Department, Labour Commissioner Office, Government Authorities, Auditors, Compliance Agencies, and External Stakeholders for inspections, statutory submissions, approvals, legal compliance, and policy implementation. 
· Drove a culture of employee engagement, workforce discipline, industrial harmony, team collaboration, and high morale, contributing to improved productivity, workforce retention, and uninterrupted project execution. 
PROFESSIONAL QUALIFICATIONS:

 2025: Currently Pursuing LLB from Allahabad University.

 2025: Currently pursuing a Master of Social Work (MSW) from Indira Gandhi National Open
          University (IGNOU), New Delhi.

       2012: MBA in Human Resources (HR) with specializations in DIM, PGDIM, and PGDHRM from
               Indira Gandhi National Open University (IGNOU), in collaboration with Dr. Lankapalli
               Bullayya College, Visakhapatnam, Andhra Pradesh (Distance Education); Score secured
               74%.
 
      2006: Bachelor of Commerce (B.Com) from TSR & TBK Degree College, Visakhapatnam,
                Andhra Pradesh (Regular); Score secured 56%.
  
      2003: Intermediate (C.E.C.) from Visakhapatnam Port Trust Junior College, Visakhapatnam,
                Andhra Pradesh (Regular); Score secured 54%.
 
      2001: SSC (Matriculation) from Shri Swamy Vivekananda Public School, Visakhapatnam,
                Andhra Pradesh; Score secured 54%.
 

PROFESSIONAL WORK EXPERIENCE:

· August 2025 – Present: Larsen & Toubro Limited – National High-Speed Rail Corporation Limited (Bullet Train Project), Virar, Maharashtra, India. 
(Manager – Administration / Industrial Relations) 
· February 2022 – July 2025: Larsen & Toubro Limited – National High-Speed Rail Corporation Limited (Bullet Train Project), Surat, Gujarat, India
(Manager – Administration / Industrial Relations) 
· April 2021 – January 2022: Welspun Enterprises Limited – Rural Water Supply Distribution Project, Jaunpur, Uttar Pradesh, India
(Deputy Manager – Administration / Industrial Relations)
· July 2017 – April 2021: Consortium Project (Texmaco Rail & Engineering Ltd, Hitachi India Ltd, Mitsui India) – Western DFCCIL (Signaling & Telecom) Railway Project, Ajmer, Rajasthan.
Manager – Administration / Industrial Relations (Approved Welfare Officer for the WDFCCIL Project)
· October 2015 – July 2017: Patel-Sew Joint Venture – Tunneling Project, Katni, Madhya Pradesh, India
(Officer – Personnel Administration)
· February 2015 – October 2015: Patel Engineering Limited – Gandak Irrigation Open Canal Project, Gopalganj, Bihar, India
(Officer – Personnel Administration)
· June 2013 – February 2015: Rithwik Projects Private Limited – Irrigation Open Canal Project, Mirzapur, Uttar Pradesh, India
(Executive – HR & Administration)
· June 2009 – June 2013: BSC-C&C Joint Venture – Eastern DFCC Railway Project, Mohania, Bihar, India
(Officer – HR & Administration)
· August 2006 – June 2009: Chaitanya Project – Pocharam Building Project, Ranga Reddy District, Hyderabad, India
(Executive – Administration)
WORK EXPERIENCE IN CONSTRUCTION PROJECTS:
Project: National High-Speed Rail Corporation Limited (NHSRCL) Project, Surat, Gujarat, Virar, Maharashtra India
Project Details:

· Design and construction of civil and Building works including Testing and Commissioning
            Design Build Lump Sum Price Basis for Double Line High Speed Railway involving
            Viaducts, Bridges, Maintenance Depots,
            Tunnel, Station (Vapi, Bilimora, Surat and Bharuch), and Surat Depot 
            Between Zaroli Village at Maharashtra- Gurjat Border and Vadodara, 
            Excluding works for 04 no PSC Bridges and 07 No Steel Tuss Bridges in the
            state of Gujrat and the Union Territory of dadra and Nagar Haveli; for 
            No-UNIT 201, 2ND FLOOR BUILDING NO- B, SWASTIK, UNIVERSAL B,
            BUILDING NO- RUNDH VILLAGE OPP- CENTRAL, MALL, DUMAS
            ROAD, Surat, Gujarat- 395007. MAHSR C3 – TFL Office, The Grand Mall, 2nd Floor, Kaul
            Heritage City, Vasai West, Palghar, Maharashtra – 401202 

           Organization: Larsen & Toubro – Heavy Civil Infrastructure IC
           Client: National High-Speed Rail Corporation Limited
           Project Contract Cost: ₹25,000 Crores / 15000 Crores
           Period: February 2022 – Present 

           Project: Rural Water Supply Distribution Project, Bulandshahr. Uttar Pradesh, India. 

      The Execution of EPC Projects for the project of survey, design, Preparation of DPR,
      construction, commissioning and operation & maintenance for 10 years of Rural Water      
            Supply.This project will be executed across total of 2544 villages of uttar Pradesh. This
            includes:
            749 villages of Jaunpur district,877 villages of Sant Ravidas Nagar district,
            241 villages of Ambedkar Nagar district, 240 villages of Amethi district, and
            439 villages of Bulandshahr district.
 
            Organization: Welspun Enterprises Limited 
            Client: NAMAMI GANGE AND RURAL WATER SUPPLY DEPARTMENT (SWSM) 
            Project Contract cost: 2500 Crores. 
            Period: April '2021 to January’ 2022. 

              Project: Western DFCCIL Project (Signaling & Telecom Railway Project),
              Ajmer, Rajasthan, India.
             Supply domestic equipment and carry out the installation work for Signaling and telecom
              works on the 950 km stretch between Jaipur & Ajmer in Rajasthan, Rewari in Haryana and
              Vadodara in Gujarat. 
              The project work involves the use of the latest signaling and telecom technologies like   
              Electronic interlocking, multi- section digital axle counters, train management and diagnostic
              system.
              This is the biggest signaling and telecom work on Indian Railways in terms of cost.
                                          
             Organization: Texmaco Rail & Engineering Limited 
             Client & Consultant: DFCCIL & NIPPON KOEI INDIA PVT. LTD
             Project Contract Cost: 1800. Cr. Approx.
             Period: July’ 2017 to April 2021

             Project: Sleemadabad Tunneling Project, Katni, Madhya Pradesh, India
                                            
             Execution of sleemanabad carrier canal (Bargi Right Bank Canal) of Bargi diversion project
             from RD 104 Km to RD 129 Km on turkey basis comprising the work of survey lining,
             Geo technical investigations, design, Estimation, preparation of permanent land Acquisition
             cases, construction of lined tunnel about 12 km in length about 10 m Diameter.
             Organization: Patel Engineering Limited, Mumbai, Maharashtra,India
             Client & Consultant: Narmada Valley Development Authority, Katni, Madhya Pradesh
             Project Contract Cost: 900. Cr. Approx.
             Period: October’ 2015 to July’2017 

             Project: Gandak Irrigation Open Canal Project, Gopalganj, Bihar, India
                                                              
              Restoration of Saran main canal and its small distribution system, Bishanpur Distributary and
              sidhawallia Distributary and its Distribution system, Pithauri Distributary and its Distribution
              system under Restoration work of Western Gandak Canal System, Bihar Saran Main Canal
              and its Distribution system, Bihar (New Major ERM). 
 
             Organization:  Patel Engineering Limited, Mumbai, Maharashtra, India.
             Client & Consultant: Water Resource Department, Western Gandak Canal, Gopalganj, Bihar
             Project Contract Cost: 245.79 Cr. Approx.
             Period: February’ 2015 to October’2015


             Project: Bansagar Irrigation Open Canal Project, Mirzapur, Uttar Pradesh to Sidhi,
             Madhya Pradesh, India
             Construction of Canal Lining, Earth work, Sleeper Concrete, Filtering, Lining concrete,
             Reinforcement, Structures, and Bed Preparation from Uttar Pradesh state to Madhya
             Pradesh. 
  
             Organisation: Rithwik Project Private Limited, Hyderabad, Talangana.
             Client & Consultant: Bansagar Valley Development Authority, Mirzapur, Uttar Pradesh.
             Project Contract Cost: 402.52 Cr. Approx.
             Period: June’ 2013 to February’2015

             Project:  Eastern DFCCIL Project, Mohania, Bihar, India
                                                                 
              Design and construction of formation including blanketing, Major Bridges, Minor Bridges,
              RUBs, ROBs, supply of spreading Ballast and other related infrastructural work for Dedicated
              Freight corridor from chainage 14.108 Km (Near Karwandiya) to chainage 119.437 Km
              (Near Ganjkhwaja) (Approximate 105Km) on Mughalsarai�sonanagar
              section of Eastern corridor in the state of Bihar and Uttar Pradesh in India.
              
              Organisation:  BSC-C&C”JV”, Gurgaon, Haryana, India.
              Client & Consultant:  DFCC & SMEC (INDIA) PVT.LTD in association with RODIC
              CONSULTANT PVT. LTD
              Project Contract Cost: 781.06 Cr. Approx.
              Period: June’ 2009 to June’ 2013
                                                                                                                                                                                                                                                      
Project:  Pocharam Building Project, Ranga Reddy District, Talangana, India.
                                                                  
              Construction of 288, B type Flats (Cellar+Stilt+9 Floors) (B-3 to B-6 Block) including
              at Sadhabavana Colony at Pocharam Village Ranga Reddy District. Residential Building
              Construction 33 Acres. Of land.
              Organisation:  Chaitanya Project, Hyderabad, Talangana, India.
              Client & Consultant: Swarguha Corporation Limited 
              Project Contract Cost:105 Cr. Approx.
              Period:August’ 2006 to June’ 2009

                                                      PERSONAL DETAILS

Present Address: Flat no-2008, Palm Breeze, Joyville, Stephen Menezes Marg, Church the King Church, Bolinj, Virar West, Virar, Maharashtra.  

Permanent Address: House No. 126, Khasra No. 121, Radha Kunj Residency-II,
Talabpur Urf Hathipur, Dadri, Gautam Budh Nagar, Ghaziabad – 201007, Uttar Pradesh.
 
Marital Status: Married

Languages Known: Hindi, English, Telugu

Date of Birth & Age: 16th November 1985 (40 Years)

Notice Period: 3 Months
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