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OBJECTIVE:-
Seeking a position in a dynamic organization with simulating environment .which could utilize my knowledge & education and to meet the challenges ahead with the best of my performance and confidence.

PROFESSIONAL EXPERIENCE:-

· Worked with ITC Limited Haridwar as Time Officer (Second Party Roll) since Oct 2010 to Sep 2013.
· Worked with PMS Flashmatic Pvt.Ltd. as HR Executive since Sep 2013 to June 2015.

· Working with Aludecor lamination Pvt. Ltd as Executive HR&ADMIN since July 17 to till now.

PROFESSIONAL SKILLS:-

· Team Work Skills.

· Negotiating Skills.

· Analytical Skills.

· Strong Planning & Team Leadership.

· MS Office

COMPANY DESCRIPTION:-

Aludecor lamination Pvt. Ltd
In 2004, Aludecor Lamination Private Limited, the flagship company of the HMB Group, stepped into the building and design scene to transform the look of tomorrow's construction by helping to create contemporary structures that are head turners as well.  It’s Product  can be used in the design and development of building façades, facia, individual signage, partitioning panels, interior cladding, ceiling, furniture, elevators, escalators, stair sideways, canopy and column cover.
It is leading manufacturer of ACP (Aluminum Composite Panel).and it has got Asia’s Most promising brand award (2015, 2016&2017)
Total Manpower is around 300 (130 Company Roll Employees).
PMS Flashmatic Pvt. Ltd.
PMS Flashmatic Pvt. ltd. is leading manufacturer of LED Light, Torch of Eveready Industrial India ltd.& Anchor  Panasonic. It is ISO Certify Company (ISO 9001:2015) Quality Management System.
Total Manpower is around 350 (110 Company Roll Employees).
ITC Limited Haridwar
ITC Limited or ITC is an Indian conglomerate headquartered in Kolkata, West Bengal. Its diversified business includes five segments: Fast-Moving Consumer Goods (FMCG), Hotels, Paperboards & Packaging, Agri Business & Information Technology. ITC LTD. HARIDWAR is leading Fast-Moving Consumer Goods (FMCG).
Established in 1910 as the Imperial Tobacco Company of India Limited, the company was renamed as ITC Ltd.
Total Manpower is around 2500 (1200 Company Roll Employees).
JOB PROFILE:- 

ADMINISTRATION, ESIC & PF Functions: 
· Maintain all Challan, Record and compliances’ of ESIC and PF.

· Maintain all documents to fulfill all requirement of Training & development Programs.

· Organize Fire & Safety Training on monthly Basis.
· Maintain all Essential Documents to manage administration.

· Maintain & organize programs and schedule in the recruitment process.
Recruitment Responsibility:

· Review Applications and Short Lists for interview.

· Conduct Interviews.

· Responsible for completion of All the Joining formalities entailing collection and

    Verify all the documents of the candidate.

· Getting all the forms filled for statutory requirements.

· Updating and maintaining of employee personnel file.

· Coordinating with the Banker for Bank A/c opening for new joiner.

Time Office Functions:

· Attendance Recording of Employees through HRMS System.

· Coordination of Shift Manpower Planning.

· Up Dating of Shift & weekly off data in HRMS System.

· Monitoring of Overtime Hour, Weekly offs & Compensatory off.

· Monitoring & recording of employees late coming & early leaving from work place.

· Corrections of discrepancies in attendance.

· Prepare attendance data for the purpose of Payroll Processing.

Leave Management:

· Maintaining the Leave Management of Three factories

· Collection, verification & Marking of leave in the system

· Maintaining the various records for the purpose of audit.

· Maintain &  Communication of leave balance, unaccepted leaves etc. with the workman

· Attending the employee grievances related to leave.

· Incorporate previous month leave & attendance and ensure arrear payments.

Canteen Management:

· Take the requirement of lunch, dinner and night snacks & distribution of food coupons.

· Make indent every day as per requirement for the purpose smooth operation of canteen.

· Prepare monthly data of meal consumptions of individual employee & contractor to make deductions

· Ensure the discipline in canteen.

Welfare & Administrative Supports:

· Monitoring of Safety Shoes, Dresses, Sweets & Gifts time to time.

· Collection of entries for in house magazine, slogan & suggestion competitions, annual functions etc.

· Organizing welfare activities like sports events, annual functions. 

Grievance Handling:

· Give clarification of queries of employees related to leave & attendance.

· Attend grievance of employees related to leave, attendance and other issue in factory premises. 

· Manage the data of queries types for the purpose of development  Payroll Functions.
Achievements: 

· Change Management- Coordinate successfully for the change of manual attendance system to automated system. Understand the new functionality & aware employees about it to prevent the goof up.

· Report Testing- Tested the various reports generated from HRMS system to ensure high degree of accuracy. Find out the discrepancies & communicate the points to seniors.

Academic Qualification:

· Master Of social work from HNB Garhwal University, Uttarakhand in 2017.
· Bachelor of Science from HNB Garhwal University, Uttarakhand in 2007.
· Higher Secondary from UA Board in 2004.
· Matriculation from C.B.S.E Board in 2002.
Computer Proficiency:

· Basic knowledge of MS-OFFICE.
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