CURRICULUM VITAE
  Name : TANMOY KUMAR ANSHU
  Mobile: +91 9718693059, +91 8527984053
  E-Mail:  anshuus@gmail.com            
Managerial assignments in Recruitment/ Payroll /H.R & Admin/I.R / HR Policies/ Joining formality/Grievance handling/Full & Final Settlement /Statutory Compliances(P.F & E.S.I.C etc.). Preparing and maintain Attendance, Salary, Incentive/ Labour Laws/ Induction training/ staffing/ Recruitment & Selection/ Gap analysis/ Performance appraisal/ PMS/ Maintaining Personal file/ Training and Development. 
CAREER OUTLINE




· Insightful experience of 15 years in, H.R & Admin, Recruitment & Selection, Training development, PMS & Grievance Handling, HR Policies, Employee Engagement & Talent Retention, Business Operations, Pay rolling & MIS.

· Managing & maintaining all Statutory Compliances such as ESI, EPF, WC Policy etc. including liaison with Govt. Departments.

· Handling of Registration/ renewal with Govt. Offices such as Labour License, ESI, EPF etc. 

· An out of the box thinker with a proven track record of increasing Business, streaming workflow and creating a main work environment to enhance productivity.

· Deftness in handling overall functioning of processes & Implementing processes in line with the pre-set guidelines Solutions driven.
· Resourceful at maintaining relationship with Employees to achieve their target which set by company and resolving their issues.

· Posses excellent interpersonal, Communication & organizational skills with proven abilities in team management. 
· Provide all facility to employees achieve their target like training & assets.

ORGANIZATIONAL CONTOUR


1) Organization Name- Webtrackker Technology Pvt. Ltd  (08 January 2018 to till date)
Designation               - Manager (Staffing)  


Key Deliverables:
                Developing the HR plans and policies in conjunction with the company’s overall development plan.

· Developing the induction programs for the new recruits.

· Working out the compensation plan and policies.

· Developing and implementing the performance appraisal system for the company and co-ordinating it with other line managers.

· Coordinating with finance department for processing of payments to employees.

· Identifying the training needs, developing training programs to ensure constant learning and development of employees.

· Establishing a proper organizational structure.

· Developing and implementing disciplinary policies.

· Developing and implementing employee welfare policies.

· Developing the exit process for the employees.

· Dealing with the final settlement of employees when they leave.

· Maintaining good internal communication within the company.

· Developing various reports for management which make it easy to make decisions regarding the current resources.
·   Payrolls & Attendance consolidation with the salary inputs organized.

· Timely freezing the salary inputs and processing.

· Prepare the Addition & Deletion records on monthly basis.  
· Managing to Disburse the Salary on time.

· Managing & maintaining all Statutory Compliances such as PF & ESIC etc. 

· Ensure activities meet with and integrate with organizational requirement for quality management, health and safety, legal requirement, environmental policies and general duty of care.

· Employee relations and PMS.

· Grievance Handling. 

· Handling Recruitment & Recruitment which includes job description, telephonic and personal interview, screening and short listing etc.  

· Handling of Employee’s Compensation & Benefits.

· Managing end to end HR deliverables for HR operations and Employee relations across entire employee life cycle

· Exit interviews and perform analysis of the same to identify issues/patterns and work towards resolving them. 

2) Organization name- PCI Ltd(Prime Group)  
Designation- Assistant Manager                                                                (19th June 2017- 22 Dec 2017)

Company Detail Prime group is an Joint ventures company as Power & started the Outsourced serviced from 2015 to the Client- Vivo & Oppo.

Key Deliverables:
· Payrolls & Attendance consolidation with the salary inputs organized from the Company.

· Plan, develop and implement strategies for Human Resource Management and Development.
· Recruitment which includes job description, telephonic and personal interview, screening and short listing etc.  

· Managing & maintaining all Statutory Compliances such as PF & ESIC etc. 

· Liaison with other functional / departmental head so as to understand all necessary aspects and needs of HR development, and to ensure they are fully informed of HR objectives, purpose and achievements.

· Ensure activities meet with and integrate with organizational requirement for quality management, health and safety, legal requirement, environmental policies and general duty of care.

· Organizational development planning.
· Employee orientation, development, and training.
· Talent Acquisition/ Retention.

· Employee relations and PMS.

· Grievance Handling. 

· Handling Recruitment.

· Handling of Employee’s Compensation & Benefits.

· Employee’s safety, welfare, wellness and health & employee services and counseling.
· Managing end to end HR deliverables for HR operations and Employee relations across entire employee life cycle

· Exit interviews and perform analysis of the same to identify issues/patterns and work towards resolving them. 

· HR/Industrial Relations.
· Employee engagement activities.  

· Highlights:

· Timely deliver hr policy to organization & update all human resource activity on time.
· Develop the all hr policy from scratch level. 


3) Organization Name
Talent Pro India HR Pvt. Ltd. (Briley Group)




Designation: HR Staffing- Employee Relation Officer

(From Dec’06 to 31 May’17)

Company Detail: Talent Pro HR India Company is one of top Staffing Outsource Company which provides Staff & Outsource service to the clients. Samsung, You First, Barista, Reliance Life, PepsiCo, Mariam, Nourisko, Eveready, Lotus Herbal, India Bulls, KGL  etc. are our valuable clients in India.

Key Deliverables:

· Completion of joining formalities & opening the bank accounts to migrated associates. 

· Collection of ESI form, PF form, Issuance of ID cards. 

·  Issuance of Offer letters & Appointment letters.

· Respond to associate and client calls and clear the queries as on daily basis.

· Attendance consolidation with the salary inputs organized from the client.

· Timely freezing the salary inputs and processing at HO.

· Prepare the Addition & Deletion recodes on monthly basis.  Collection the payment from client on time.

· Managing to Disburse the Salary on time.

· Organizing to provide the salary slips across all employees through Portal.

· Collection of Statutory Documents like ESI, PF forms and maintain the database.

· Keep in track with the Finance Department to prepare Invoice and dispatch to concern Clients.

· Taking care of all reimbursements across North region for Samsung.

· Organizing to prepare the Invoice against Reimbursement.

· Maintain the MIS of the associates.

· Every month Conduct helpdesk at client place.

· Taking care of Samsung Mediclaim for Pan India.

· Coordinating with the Insurance Co for monthly update.

· Co-ordinate with insurance company in regards to hospitalization of the associates, for the cashless card also and so on.
· Implant in Samsung, Okhla for associates queries resolved.

· Employee orientation, development, and training.

· Managing and coordinating the processes between different departments.

· Briefing candidates, taking initial round of interviews and assisting the Top management in the final round.

· Acting as a link between management & employees.

· Maintaining regular attendance & leave records of Employees.

· Participating, formulating and implementing various HR & other policies. 

· Looking after various employee relations activities and maintaining high level of employee connect & engagements.

· Grievance handling, addressing concerns of employees, and recommending suitable course of action.

· Handling of Employee’s Compensation & Benefits.

· Audit and authenticate all documents related to legal, salary statements and distribution, policies etc.8
· Develop and Maintain healthy relation with Govt. and Non Govt. Organizations for better and fast functioning of organization
· Liaisoning with the senior Labour Officer in P.F & E.S.I.C Department etc.

· Exit interviews and perform analysis of the same to identify issues/patterns and work towards resolving them. 

3) - Company Name- Man Power Services Pvt. Ltd. New Delhi Duration-1/11/2005 to 30/11/2006

Designated In Which Post- HR Executive

Job Profile- 
· Posting jobs on naukri.com, preparing offer letter, AL’s.

· - Short listing candidates according to company requirement, lining up the candidates taking initial                 interview.

· - Sending reports on Excel sheet, daily basis.

· - Maintain database of employees and candidate.

· - Arrange the interview & Salary discussion to the candidates.
       4)-Company Name-HCL BPO, Noida Duration-15/09/2004 to 30/9/2005  

           Designated in Which Post- HR Executive

           Job Profile-

· – Making the salary inputs of the Employees

· - Maintenance a records of attendance of Employees.

· – Processing the ESI & PF for HCL BPO Employees.

· –Issues the appointment letter, ID Card & Visiting Card
·  Collection the Performance Appraisal of Employees & forwarded to Employers.


SUMMER INTERNSHIP

 MSW (Human Resource)
· Worked at personnel department as summer trainer in NTPC, Rihand Nagar. A dissertation report on ‘(Impact of effectiveness of participative forum on employees(Shop  level council)’ in NTPC.A project report on ‘Impact of organizational role stress on executives’ in NTPC (RSTPP Rihand Nagar)  
· Worked at personnel department as a field trainer and report compilation from D.L.W in Varanasi U.P. Duration 2003-2004.
· Worked at KIRAN CENTER for ‘Training Education Therapy for differently able children and youngster’ as a field trainer and report compilation in Varanasi, U.P. duration 2002-2003



OTHER EXPERIANCES

· A Project report of DEMOGRAPHIC SURVEY IN RURAL AREA in Varanasi U.P. worked as a Project Officer and report compilation and submission to Prof. Ramchandra Yadav, Deptt. Of Statistics, BHU, Varanasi.

·  Worked at Sanjivini ‘Health care center and “Jane Seva Samiti’ in Varanasi, U.P. duration 2002-2003. Worked as a Volunteers and report compilation.

·  A project report of ‘Consequences of AIDS’, worked as a field trainer in Institute of Medical Science,             BHU, Varanasi.



           TECHNICAL KNOWLEDGE



      Working Platform Used:  Windows-98, Windows-XP.
· Knowledge of Ms-Office (Word, Excel & PPT) and Internet.


        AWARD & ACHIVEMENTS


· - Certificates in General Knowledge Quiz contest from Jaipur.

· - Participated in regional level sports in Badminton, Chess and Cricket.



ACADEMIC CREDENTIALS

1) Master of Science (1999-2001), Department of Statistic, Banaras Hindu University, Varanasi-221005
         2)   Master of Social Work (2002-2004), Specialization in Personnel Management and Industrial Relation,
                Faculty of Social Science, Banaras Hindu University, Varanasi.
     3)    Diploma in Computer Technology, NIIT from Lucknow



                                                                                PERSONAL DETAILS



Father Name      :  Sri Basant Kumar

Present Address:  223, GF-1, Sector-4, Vaishali, Ghaziabad-201010.                                                                                                

Hobbies                :   Reading in Noble Books, General Knowledge & Current News, Listening in Music, Dancing.



Declaration: - I hereby declare that the information given above is true and complete to the best of my knowledge an brief.
Date: -                                                   

Place: -






                           (Tanmoy Kumar Anshu)


