MAYANK PRATAP SINGH CHAUHAN
          

957, Dayanand Nagri,                                             

                    E-mail: mayankchauhan1987@gmail.com   
Arya Nagar,Jwalapur,                                                                                   Contact  No.:-  +91-9897675683
Haridwar,
  
Uttarakhand-249407

	 Objective:-


To Work With an organization offering a responsible, challenging and creative working atmosphere and a continuous learning atmosphere where my academic credential and my personal skill can be utilized and honored.

	Current Employer
Working with “Avantor Performance Materials India Limited as Assistant Manager- HR & Admin from July 2015 till date.

          Based in Center Valley, PA (USA), Avantor Performance Materials manufactures and markets high-performance chemistries and materials around the world under several respected brand names, including the J.T.Baker®, Macron Fine Chemicals™, Rankem™, BeneSphera™, and POCH™ brands.     

          Avantor products are used in a wide range of industries. Our life sciences solutions are used in pharmaceutical production, laboratory research for academic, industry and quality control, and in medical lab testing. Our electronics solutions are used in the manufacturing of semiconductors.


JOB RESPONSIBILITIES :
· Legal & Statutory Compliances:-

· Responsible for statutory compliances under various acts like Factory Act, Contract Labour Act, Employment Exchange Act, Minimum Wages Act, Payment of Wages Act, Payment of Gratuity Act etc.

· Responsible for amendment in Factory license & RC of labour dept.

· I R and Grievance Handling:-

· I act as an advisor, counsellor, mediator and liaising between the management and the worker.

· Readdress all the concerns of both employees(regular & contractual).

· Ensure 6 consecutive month feedback from new probationary (Up to Officer / Engineer Level) and bimonthly feedback from trainees  to monitor the changes come in personality and to minimize the gap between management and employees .

· Time Office ,Wages & Salary Administration:-

· Responsible for salary processing and time office related activity.

· Ensure the proper exit of employee. 

· Responsible for all F&F settlement.

· Performance Management System:-

· Assist Head HR in process of performance evaluation of the employees.

· Assist in post appraisal activities like making feedback reports and preparation of developmental plan of each employee based on these reports.

· Assist in development of KRAs ( Defining and Quantifying Key Result Areas of all the employees).

· Recruitment, Onboarding  and Confirmation Function:- 

· Screening the candidates, interacting with the candidates to ensure the interest and suitability.

· Ensure joining with proper legal regulations.

· Induction to new hiring - acquainting the new joinees with company policies, safety induction,  existing firefighting system and equipment, plant round, organizational culture, job profile and existing employees.

· Manpower Handling and Retention Program :-

· Responsible for implementing all employee retention programs.
· Make plans for contractual employee to retain them for at least 6 months.
· Training and Development Need of Employee:-
· TNI - Identification of training needs based on appraisals and competency mapping.

· Co-ordinate with the HOD’s for competency matrix of every individual.

·  Give trainings to employees related to Fire safety and PPEs.

· Provide awareness training on ESIC, EPF to employees.

· Operating Plan and Over Heads planning:

· Responsible for operating plan and manpower planning for next year and making the overhead details of HR/Admin.

· Vendor Administration:-

· Responsible for vendor finalization related to HR& Admin and day-to-day coordination with vendors.
· Project Status:-
· Handled the facility expansion in 2016. 

· Working on optimization of resources in manufacturing area through Time & Motion study

	Previous Employer: Tupperware India Pvt. Ltd. Selaqui, Dehradun as Officer-HR/Admin from June 2012 to June 2015.
For over 60 years Tupperware Brands has made a difference in the lives of women around the world by

offering an independent business opportunity. Tupperware is amongst the top 10 Plastic manufacturing company of World. Our Selaqui unit is into the manufacturing of Aqua safe bottle, canisters, dry storage, microwave products, etc.


JOB RESPONSIBILITIES:
· Legal and Statutory Compliances.

· IR and Grievance Handling.

· Time Office, Wages & Salary Administration.
· Performance Management System. 

· Recruitment, Onboarding and Confirmation Function.
· Manpower Handling and Retention Program.
· Assist in operating Plan and over heads planning.
· Project handled:-

· Successfully established the piece rate work on off line packing. 

· Had worked for Carton content variation. 
· Did the time and motion study for optimization of resources in manufacturing.
· Handled the implementation of Web base attendance software development.
	ACHIEVEMENTS :-


· Received the ” Sabash Card”  for increasing belt efficiency by 20-25% through giving it on piece rate 
· Successfully implemented Online leave application. 

· Reduced over time of employees  in plant.
· Reduced 5% contractual manpower in production area.

· Resolve PF issues of contractual employees.

· Achieve less than 25% attrition rate in contractual manpower who is directly involved in production.

· Lead the training program for contractual employees to retain them.

	Wipro Limited (Jan’11 to June’12) as HR-Executive (through third party)

Wipro Ltd CCLG (Consumer care & lighting division) is amongst the top 10 FMCG Companies. Haridwar unit is into the manufacturing of Santoor Soap, North-West Switches, Safewash and Glucovita.


JOB RESPONSIBILITIES:
· Recruitment of Contract Manning.

· Joining Formalities of contractual employees as well company roll.

· Management Information System.

· Legal & Statutory Compliances under Factory Act & Contract Labour Act.

· Wages & Salary Administration.
· Contract Manning grievance handling.

· Training & Development.

· Co-ordinate in all CSR (corporate social responsibilities) activities.

· Assist in performance appraisal.

· Co-ordinate with all manpower contractors and vendors.

· Assist in handling of canteen and security. 
EDUCATIONAL QUALIFICATION:
	S.No.
	COURSE
	INSTITUTION
	YEAR

	1.
	MBA
	Gurukul Kangari University
	2010

	2.
	B.Sc.
	Gurukul Kangari University
	2008

	3.
	S.S.C
	UA Board
	2004

	4.
	H.S.C
	UA Board
	2002


COMPUTER PROFICIENCY:-
· Operating System:  Windows-98, 2000, XP, Window 7.

· Packages: Time Track, Star link attendance system, Time Desk attendance, Payroll system, Visual Pay software & MS-Office.
PROJECTS:-

· I have successfully completed 8 weeks project Training at “MAHINDRA & MAHINDRA”, SIDCUL, Haridwar”.
· I have successfully completed Dissertation report on “Recruitment & Selection”.
PERSONAL DETAILS:-
Date of birth

:          
14th April 1987

Fathers name

:          
Mr. Ravindra Chauhan
Sex


:          
Male

Marital status

:          
Married 

Languages known
: 
Hindi & English                   
 

Notice Period

:
01 Month
Date:









Sign. 
(Mayank Chauhan)




