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Deep Chand Sharma                                                                            
H.No.73 Surya Vihar part III                              
Shatpur Faridabad
Mob. 9873684820
Mail id: deepchand.delphi@gmail.com ___________________________________________________________________________
  
Career Objectives: 

To pursue a career in a competitive organization, holding a responsible position, which would enhance professional skills and thus enables me to carve a winning edge in an organization.

Key HR Responsible Areas

· Payroll: - Joining Formalities, ( Salary (Payroll), (  Maintaining MIS Reports, 

· Full & Final Settlement,( General Administration, ( Coordination

(   Attendance Management

· Employee Relation (Complain & Grievances, Benefits)
· Statutory Compliance Management

· Reports daily, Weekly, Monthly and MIS Report 
· General Administration
·  Statutory Compliance
Working Experience: Total work experience is 8.6 Yrs. 
Presently working with “MAHLE Behr India Private Limited (Former-Delphi Automotive Systems Private Limited) as an Sr. Executive - HR
(Since July 2009 - Till Date) 

Job Profile:

· Salary and payroll processing –Successfully handling the entire salary processing (approx 1000 employees).

· Intimating the finance department, time office and Induction team for providing monthly inputs like deductions, joinees, attendance, canteen inputs of staff, operators, trainees, consultants and apprentice etc.

· Consolidating inputs with HR inputs like resignees, promotions, increments etc.

· Providing the same to Payroll consultants and ensuring to get inputs on time.Cross checking the entire Salary report with inputs provided.

· Preparing bank letters and bank transfer sheets and coordinate to get it signed by the authorized signatory.

· Coordination with accounts department regarding funds availability in respective company bank accounts/RTGS.

· Salary slips distribution to operators and ensuring salary slip (soft copy) distribution to staff employees also.

· Coordination between payroll consultant and finance department regarding reports like ESI, PF deducted.
· Statutory Compliance Management – Coordination with legal consultant for completion of all statutory compliances on time like PF, ESI, etc.

· Responsible for covering new joinees under ESI through online.

· Responsible for submission of Factory Act returns.

· Responsible for submission of ESI half yearly return in the month of November & May.

· Responsible for sending accident report to ESI office if happened.

· Successfully handling refundable / non-refundable PF loan applications.

· Responsible for processing of PF withdrawal.
· Responsible for sending various notifications to Labor Department like Holiday List at the end of calendar year, Notice of working on National Holiday-Republic day, Independence Day, Gandhi Jayanti etc.
· General Administration - Handling the administration of Cafeteria, Housekeeping, Security and Transport Management. Regular checking of Fire Fighting System like Fire Panel, Smoke Detector, and Fire Hydrant, Regular checking of Office Equipments, Water Tank etc., and Good Relationship maintain with Govt.  Official Departments, Organize the Outside Tour & Function, Responsibilities of Annual Day, handling the logistics of Taxi Services and Employee Welfare activities as greetings on birthday and marriage anniversary, Monthly celebration etc.

· Transport Arrangement - Managing the transport of 400 employees including Buses & cabs and also handling the call basis taxi model, fortnightly audit of vehicle compliance and share the feedback with vendor on day to day basis and also conducting monthly vendor meeting, managing the vendor billing and share the MIS with Management on monthly basis.

· Housekeeping & Horticulture Management - Managing the housekeeping of entire plant area, implementing the daily check sheets to control the housekeeping, taking feedback from Department Head to improve the housekeeping standard, taking care of special visits, managing the Green Belt of company and doing monthly meeting with vendor to share the feedback

· Facility Management - Managing Tea Coffee Vending Machines, Water etc., Take care of Office Supplies, Manage and supervisor Vendor Administration, Conduct the Pest Control on stipulated period. 
· Recruitment & Selection: Support staff recruitment, sourcing the prospective candidates, via Job portals Like Naukri.com, Timesjobs.com, Print Media, Job consultant, Staff reference, interviewing ,getting them technically evaluated and then selected them. 

· Exit Process-  Responsible for smooth processing of entire exit process and coordination with Responsible for smooth processing of entire exit process and coordination with finance department for payment and relieving on time.
· Coordinating with Time Office for attendance and leaves details.

· Sending and coordinating with consultant for full & final settlement statement.

· Cross Checking the F&F statement and finalizing the same.

· Issuing No Dues Form, Exit Feedback form and leave encashment form to resignee.

· Preparing & issuing relieving certificates.

· Coordinating & conducting Exit Interview.

Major Achievements:
· Awarded with Spot Award for settlement of Charter of Demands with the Operator Union in November 2014.

· Awarded with Star of the Month Award in November 2013 for Legal & Compliance Management & Contractor   

      Manpower.

· Spot Award for flawlessly contributing towards attainment of organizational objectives.

· Efficiently handled matters related to Time Office & ESI

· Proved to be a tactful resource in overcoming probable Union disruptions

· Brought down the Absenteeism Rate from 22% in 2009, to 10% in 2010 to 06% in 2011.

Motherson Sumi Systems Ltd, Faridabad 
                  

January, 2007 to July, 2009 

Executive – Human Resources


            
             2.6 Yrs.

Responsibilities Handled:
· Independently handled Time Office Functions
· Handled entire Payroll Operations at Motherson Sumi, Faridabad.


Educational Qualification: 
· M.B.A. from Eiilm University in 2013.
· B.B.A. from Eiilm University in 2011.
· Completed SSC Examination from U.P. Board in 2006.
· Completed HSC Examination from U.P. Board in 2004.
· One year Diploma in Computer Application in 2007.
Personal Details: 
Father’s Name

: Sh. Rajesh Kr. Sharma

Date of Birth

: 15th June 1987

Language Known

: Hindi & English

Marital Status

: Single

Address


:  H.No.73 Surya Vihar part III Shatpur Faridabad
Email id 


: deepchand.delphi@gmail.com
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