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Objective

To gain greater insight into the field of Human Resource Management (HRM) by way of exposure to real work atmosphere in a well established organization. Also, to seek a challenging career in the field of human resources and to channelize my abilities towards individual, organizational and societal benefits which will add value both to me and to the company.

Academics

· MIB-HR (2014-2016) From Doon Group of colleges.

· BBA-HR (2011-2014) From Himalayan Institute.

Experience Summary

· Presently working with VIN Corporation. As a HR Manager from March 2016 To Till The Date
· Previously worked at M/S Olive Soft gel.   As a HR Assistant From Nov.-(2015~ March-2016)
The company: 

VIN CORPORATION is a (ISO/TS- 16949-2009 Certified) is involved in 
manufacturing Car Seat Covers.  VIN Corporation a manufacturer of seat covers 
for OEM for four wheeler, it also produces for after market, and emerging as a 
leading brand named as AUTOFORM

Principle Accountabilities
· Analysis of manpower Requirement.

· Interactions with all personnel.

· Maintaining leave management record.

· Daily maintaining attendance record.

· To take employee complaints, mediate conflicts, promote communication.

· Responsible of New Recruitments.

· Conducting Training Programmers for Labours.

· Labor laws management

· Maintaining Employees record.

· To Prepare & Maintain overtime report of labours.

· Maintain the HR Database and regularly update the personnel information.

· Absent & leave record maintain daily, monthly & yearly.

· Capture, store, retrieve and maintain HR information on the HR Systems.

· Assist in arrangements of organizational trainings.

· Cross Check the over time record of Contract Labours.

· Maintain all records of training and Five ‘S’ check sheet according to TS (Technical Specification) formats.

· Maintain all legal forms for ESI and E.P.F i.e., Form-5, Form-16, Form- F, Form – 12, Form – 2 etc.

· Submit online challan for ESI and E.P.F.
· Managing complete PF and ESIC cycles

· Maintain Salary Sheet Every Month

· Upload ECR & Monthly Contribution of Esic.
· Add new member in Esic  


· Believe in proactive IR rather than reactive
· Supervision of statutory Compliance’s under various Industrial Laws.i.e PF, ESI, Bonus, Gratuity, And Factories Act Etc.

· Implementation of IR processes and Practices viz.  Employee Benefit Schemes such as PF, Superannuation, and Med claim Policy, Gratuity, ESI, & Bonus etc.

· Analyze the need of organization in terms of manpower.
· Fill the post of organizations by the recruitment drive.
· Understand the improving areas of organization by taking feedback timely.
· Keep observing the employee's performance.
· Induction to the new employees
Trainings & Projects
· Had training for 3 months at E-Durables, Dehradun from May 2012 to July 2012
· HR & Personnel Functions Practiced
· Make a project on performance appraisal
Key Skills 

· Leadership Quality.

· People Management Skills
· Time management skills
· Smart Working skills
· Good communication skills
· MS Word, Excel & PowerPoint

· Good knowledge of Internet
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