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AN OVERVIEW 

An enterprising leader with the ability to motivate personnel towards achieving organizational objectives and adhering to industry best practices.

Adept at people management, maintaining healthy employee relations, handling employee grievances thus creating an amicable & transparent environment
Excellent team player with strong analytical, leadership and organizational skills; ability in learning new concepts quickly, working well under pressure & communicating ideas clearly.

Been proactive and focused as a student and professional.

To pursue Profession related with, Human Resource ,Administration & Industrial Relation in Manufacturing/Corporate Sector to achieve excellence & to contribute significantly from the skill set & competencies embedded through my background & experience

Knowledge domain includes:

· Human Resource, Industrial Relation, Employee Relation, Training & Development, HR System/Policies & Processes, Recruitment / Reward & Recognition, 

· Legal/Statutory Compliance Management, External Liaison & Administration, Operations & Capability Building, 
· Labour welfare, Personnel Management, Grievance Management

ACADEMIC CREDENTIALS

Post-Graduation Diploma in PERSONNEL MANAGEMENT AND LABOUR WELFARE (HIMACHAL PRADESH UNIVERSITY) with First Division marks in  2014.      
B.A.LL.B. (5 Years Integrated Course) - Institute of Management Studies, Noida (Ch. Charan Singh University) in 2011.

12th (Commerce, Hindi & English) - CBSE Delhi  (Central Board Secondary Education) with first Division marks in 2006. 

10th - CBSE Delhi (Central Board Secondary Education) in 2004 with First Division marks.

ROLES AND RESPONSIBILITIES   UNDERTAKEN DURING INTERNSHIP   AT :
1. RCK LEGAL INDIA –LAW OFFICES  ( INTERNSHIP 2008-2009) 

2. SHAILENDAR DAHIYA & ASSOCIATES - ADVOCATE & LEGAL CONSULTANTS (INTERNSHIP 2009-10 ,2010-11)
· Study files for court cases,
· Case law research for court cases

· Attending court hearing with counsels of the firm. 
· Meeting with witnesses and victims, planned documents and arranged information for the court appearances with proper guidance and coaching from seniors. 

· Collected records and relevant client background data
· Assisted in Draft complaints, motions and discharges petitions & contractual documents for customers Setting up activities for the court hearings, schedules and trial papers
· Responsible for maintaining fair communication with the clients. 

· Administrative  work   pertaining to  staff /office 
PROFESSIONAL EXPERIENCE

· Current working in ARJUN PLASTICS, DELHI 
	· Human Resource Executive
	Aug 2018 – till date


· Key Responsibilities (Human Resource, Industrial Relation, Employee Relation & Supervision )
· Ensure that a rigorous recruitment & selection process is applied to ensure the highest calibre of staff are employed
· Negotiating and amicably settling disputes with the union and arriving at productive agreements. To ensure that Wage & Salary distribute on time and all statutory remitted as per the time line.
· To ensure that Wage & Salary distribute on time and all statutory remitted as per the time line.
· To ensure that all statutory training and Fire Training, Health and Safety and Food Hygiene Training is carried out and To ensure that all new employees  receive Induction Training and that a Departmental  Induction takes place.
· To ensure that all documents are correctly and clearly filled out with appropriate signatures for approval before action. To ensure that all statistical figures and reports are available at the end of each month
                                             To supply a Welfare/Information service to all staff and assist with advice on any issues or    

                           problems 

· Worked  in Dar es Slaam  Multinational Company  Tanzania 
	· HR Cluster Head 
	Apr 2018 – Jul 2018


· Key Responsibilities (Human Resource, Industrial Relation, Employee Relation & Supervision )
· Responsible for the smooth operation of  the HR and implementation  of HR policies
· Negotiating and amicably settling disputes with the union and arriving at productive agreements. To ensure that Wage & Salary distribute on time and all statutory remitted as per the time line.
· Ensure that a rigorous recruitment & selection process is applied to ensure the highest calibre of staff are employed
· To ensure that all documentation  as specified by Company policy and by the Government is strictly adhered to.
· To ensure that all statutory training and Fire Training, Health and Safety and Food Hygiene Training is carried out and To ensure that all new employees  receive Induction Training and that a Departmental  Induction takes place.
· To be conversant with and to ensure that company policies and all aspects of Employment Legislation are strictly adhere To ensure Disciplinary  and Grievance  procedures  are carried out according  to Company  policy and that consultation Head of Department.
· To ensure that all documents are correctly and clearly filled out with appropriate signatures for approval before action. To ensure that all statistical figures and reports are available at the end of each month
· To supply a Welfare/Information service to all staff and assist with advice on any issues or problems
.
    General work
1 
To ensure that Wage & Salary distribute on time and all statutory remitted as per the time line.
2 
Ensure that new joinee attendance and data and statutory data entered in payroll
3 
Ensure employees higher education loan deducted and sent to compliance officer before 7th of every month
4 
Ensure that statutory (SDL/PAYE/SSF/WCF/NHIF/Union fees) deducted and remitted on time
5 
Ensure that 100% CBA followed
6 
Ensure that no one is working without contract and statutory deduction
7 
Make sure that company policy, Procedure and CBA properly followed
8 
Ensure CBA signed on time

             Worked  in OPPO Multinational Company 
	· Assistant HR Specialist 
	Jul 2017 – Dec 2017


· Key Responsibilities (Human Resource, Industrial Relation, Employee Relation)
      -       Bring to the notice of the factory management the grievances of workers, individual as well as collective,  

             with a view of securing their expeditious redressal  and to act as a liaison officer between the management 
             and labour.
· hold consultations with a view to maintaining harmonious relations between the factory management and workers;

· To advise management on maintaining amenities & welfare facilities.
·  Driving all Communication Exercises Covering  of 100% Employees -  Freshers ,Staff ,Operators , INTER  & INTRA Departments  communication  meetings .
· Identifying the issues through communication exercises affecting performance of Employee, Production Output and initiate corrective actions/Counselling  for resolution .
· Improving  working relationship that exists between the company and its workforce through  systems which  include communications, policies, training, and development. 

· Study and understand the point of view of labour in order to help the factory management to shape and formulate labour policies as per the local law ,culture ,environment and to interpret these policies to the workers in a language they can understand;

· To prevent industrial disputes and if arisen, help settle them peacefully so that production is not affected.


· Worked  in  Ralson INDIA Ltd (Manufacturing Unit Ludhiana)
	· Labour Welfare Officer
	Oct 2016 – Jun 2017


Key Responsibilities: (Industrial Relations, Labour welfare ,Factory compliances)
· To maintain harmonious relations between the management and workmen & settle grievances 

· Help management to shape labour policies and enlighten Workmen 

· To prevent industrial disputes and if arisen, help settle them peacefully

· To advise on maintaining amenities & welfare facilities.

· To advise on regulating leave of Workmen and explain them leave provisions and on matters pertaining training, transfer or promotion etc.

· To encourage formation works and production committees

· To advise management on statutory obligations under Factories Act 1948/applicable Industrial Acts

· To enlighten Workmen on standing orders of factory.


· Worked at SKTD Services Pvt Ltd 

	· Executive - HR
	Nov 2014 – Oct 2016


Key Responsibilities: (Recruitment ,statutory compliance management ,Payroll , Performance management)
Recruitment & Selection -
· Understanding manpower requisition, requirement and accordingly drafting a job description 

· Screening the candidates by conducting telephonic / personal interviews 

· Compensation and benefits Negotiations

·  Drafting  & releasing Offer / Appointment letters 
Resolution of Industrial Relation Issues in Manufacturing Industry/Company

·    Involved in Solving Industrial relation issues of the company/manufacturing industries related to labor problems, safeguarding the interest of labor and management by securing the highest level of mutual understanding and good-will among all those sections in the industry which participate in the process of production. Resolving issues to avoid any dispute to ensure industrial peace and higher productivity.
Compensation Management – 

· Salary Preparation (Handling the Pay-Roll-Package). 
· Full and Final Settlement, Leaves encashment, Calculation of Gratuity and Bonus. 

· Statutory obligations

· Keeping a track of the attendance/Leave Management of the employees.

Performance Management Process - 

· Helping the seniors do performance appraisal in a better way by adopting better appraisal practices.

· Benchmarking with nearby industries best practices on PMP

Statutory Compliance Management - 

· Leaves – as per the act  applicable to company

· Minimum salary, Provident Fund / ESIC / medical deductions/Bonus /Gratuity  compliance

· Coordinating with PF/ESI Regional or Branch office for resolution of issues 

· Employee Engagement
· Keeping a track on employee turnover and exit rate.

· Taking the surveys in order to understand their engagement level and accordingly inform concerned management to take corrective actions. Preparing action plan and actions based on survey results.

    

  Session 2013-14 
· Post Graduation Diploma in Personnel Management and Labour Welfare from Himachal Pradesh University . Passed with 1st Division marks in  2014.

· Worked at SHRIRAM CITY UNION FINANCE LTD 
	· Legal Officer
	Oct 2012 - Mar 2013


Key Responsibilities: (MIS ,Legal matter resolutions, co-ordination with external agencies company issues)
· Worked Creating MIS System that would update e the list of defaulters through Branch Manager.

· Preparation of MIS reports for the whole Northern Region.

· Coordinating the activities for the court hearings, schedules and trial papers. 

· Carrying linking of arbitration system with synchronizing between Arbitrators, Company & Law firms.

ACCOLADES

· Won first prize in the following competitions at School & College level:

· Science Quiz


· English Recitation


· General Knowledge


· English Paragraph Writing 


· News Reading Competition


· Bagged prizes in the Debate Competitions in College 

IT FORTE

Microsoft Applications:

Microsoft Word, Excel, PowerPoint, Computer and Internet Applications

Operating Systems:


Windows XP, Windows 10
STRENGTHS / KEY SKILLS

· Excellent team management skills, Flexibility, adaptability and able to think laterally in different environments, High level of confidence & ability to carry myself, Strong focus on delivery and results with high drive and energy levels are my strengths. 

· Strong focus on - 

· Setting the agenda, Taking others along, and doing things right….

· Business deliverables and productivity resulted in providing positive contribution to the company business.

· Analytical, business and People skills

PERSONAL DOSSIER

Date of Birth: 

4th August 1987

Languages Known:
English & Hindi

Father’s name: 
Mr. Raj Kumar Mehta 

Ex General Manager    NATIONAL THERMAL POWER CORPORATION (NTPC),DELHI. Currently Consultant Power Project Management systems
                   Mother:                                      Ms .  Shubha   Mehta     EX SCHOOL TEACHER SUMMER FIELD,KAILASH COLONY,DELHI
Contact Detail: 

+91 9868876775, 9650996860    

Marital Status: 

Single
Nationality: 

Indian
Religion: 

Hindu


References will be furnished upon request
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