PANKAJ CHAUHAN

Contact:  08057244554, 9760075506
E-Mail:  pankajchauhan5.hr@gmail.com, pankajchauhan5@rediffmail.com
CAREER OBJECTIVE: 

To work in the environment where I can offer excellent hard work & understanding of organizational strategies to meet corporate objectives.

INDUSTRY EXPOSURE:

· PRESENTLY WORKING WITH MAKINO AUTOMOTIVE FROM SEP-2014 TO TILL DATE DESIGNATED AS DEPUTY MANAGER HR&A.
· WORKED WITH MAXX MOBILE COMMUNICATION LTD FROM AUG-2012 TO SEP-2014 DESIGNATED AS ASST. MANAGER HR&ADMIN.
· WORKED WITH PENTA LATEX (A unit of MANKIND PHARMA) IN HARIDWAR PLANT FROM JAN-2012 TO AUG-2012 DESIGNATED AS MANAGER HR&ADMIN. 
· WORKED WITH SHREEJI GROUP (3P of HIDUSTAN UNILEVER LIMITED) IN HARIDWAR PLANT FROM JUL-2007 TO DEC-2011 DESIGNATED AS OFFICER HR&ADMIN. 
Key Areas of Responsibilities.

HR/ Recruitment, Training & Development, PMS, Budgeting.

· Selection to Separation of recruitment process.

· Taking care of the recruitment for all level.

· Taking Care of the entire retrenchment of manpower in view of redundancy and cost in most economical, compliant and amicable way  peacefully

· Reward, punishment & motivation.  

· Policy Formulation and execution for Appreciations & Reward 

· Adhering to strict governance to keep the disciplinary norms and executing punishments in case of deviations, Laying down the corrective action plans as the case may be.

· Motivating the High Performers, Quality owners and punctuality with appreciation certificates and rewards   in cash & kind.

· Focusing upon the quality of work life, organizational behavior and organizational development. Conducting / involvement of various official, organizational, cultural activities. 

· Finding out the training need identification among the employees, providing / organizing training / capability building programs for organizational development and etc. 

· Conducted training on OB & time Management 

· Manpower Productivity Management ( Managers and above Level )
· EHS trainings.

· Performance Appraisal Half yearly and annually. 

· HR & Admin Budget Preparation.
· Employee Engagement Activities.
 P & A / I R – P R / Liaison.

· Implying / following the norms of Factory related Acts and activities, handling the Grievance, Wages & Salary Administration, Statutory compliance.

· Liaisoning  with the Office of Labour Commissioner / Labour Inspector, Office of the Employees State Insurance, Office of the P.F.,  Fire Office, Local Police Station, Environment & Pollution Control Board, SIDCUL and other Govt. Machineries / Officials, etc.

· Handling Legal matters with the local statutory authorities / organizations, Negotiation with the contractors & closely verifying the contractual Labour activities, Handling the permanent / contract Labour etc. 

· Handles Strikes under and Retrenchments formulization keeping organizational interest intact.   

 Welfare, General Administration, CSR.

· Strictly implementing rules & policies, Security arrangements, Front office management, Office automation, Housekeeping, 

· Closely verifying the smooth function of the Guest House, Canteen, Rest Houses, Medical requirements, Transportation, Guest appearances, Hotels / Tickets arrangement for guests / employees on Official activities.

· Overall Plant Administrative / counseling functions provided by the management from time to time including Liaison, Public Relations, employee interactions, etc. 
· CSR calendar preparation, Budgeting, Execution etc. 
QUALIFICATIONS:

PROFESSIONAL:

1. Certificate in Industrial Safety (Batch 2016-17), National Safety Council, India.
2. Certificate in Industrial Relation and Labour Law (Batch 2013-14), Symbiosis University Pune. 

3. Post Graduate Diploma in Human Resource Management (Batch 2010-11), Uttarakhand Open University, Haldwani (U.A.).
4.  Master in Business Administration (MBA- Marketing, Human Resource) (Batch 2005-07), Graphic Era Institute of Technology, Dehradun, Affiliated to H.N.B.Garhwal University, Srinagar (U.A.) and recognized by A.I.C.T.E., New Delhi.                  

5. Bachelor of Computer Application (BCA) (Batch 2002-05), Dayanand Academy of Advance Studies, Haridwar, Affiliated to   M.C.R.P. Vishwavidhyalya, Bhopal (M.P.). And recognized by UGC, New Delhi.

ACADEMIC:

1. Standard 12th from U.A. Board.

2. Standard 10th from U.P. Board.

OTHERS:
      1.  Certificate of Fire Fighting from Safeguard Industries.
     2.  Certificate of appreciation for performance in the year 2007 from the company.    
COMPUTER EXPOSURE:

· Office                  :      MS Word, Excel, Power Point.
· OS                       :      Windows 95, 98, 2000, 2007, NT, XP, Linux.
· Biometric Attendance software handling.

· Pay roll on cloud (Opportune).

· Naukri Portal.

PERSONAL DETAILS: 

             DOB                                :       1st June 1985
             Father’s Name                :       Sh. Shiva Raj Chauhan
             Mother’s Name               :       Smt. Usha Devi 

             Language Known           :       Hindi, English

             Marital Status                 :      Married
             Permanent Address        :       Vill. -  Pherupur,

                                                             Post. - Dhanpura,

                                                             Dist. - Haridwar (U.K.)

                                                             Pin Code -249405

            Present Address               :      C/o Sh. Lalit Kumar





 M-44/2, Shivalik Nagar, 
                                                             Haridwar (U.K.)


Date:-                  
Place: -                                                                       (Pankaj Chauhan)
