

[image: image1.jpg]










Educational Qualification:

10th from HP Board Dharamshala in 2003

12th from HP Board Dharamshala in 2005

B.A. from HP University Shimla in 2008
Professional Qualification:
· Post Graduate Diploma in Business Administration (MBA) HR from Institute of Management Studies Shimla (HP University) in 2010.
Computer knowledge 
· Working knowledge of M.S Office, Excel, Power point and Internet.
Previous Employers

(June-2010 to July-2011) M/s Cosmas Pharmacls Limietd as Jr. Officer-HR. 

Current Employers
(July-2011 to Till Date) Sanctus Global Formulation Limited formerly known as (Crescent Therapeutics Limited) as (Sr. Executive HR & Admin)
Job Responsibilities:

I.
Manpower Planning:

Ascertaining short term/long term requirement based on volume of Construction/production activities, change of technology and sources of availability. 
II.
Recruitment & Selection:

Job Analysis / Evaluation, Advertisement, Screening, Interview, Salary Negotiations, Joining formalities and induction of fresh recruits, focusing on Employee Retention and key Employee Identification initiatives.
III.
Performance Appraisal:

            Formulation of performance appraisal policies.

            Monitoring performance during probation and providing timely feedback.

            Monitoring of performance an on-going basis. 
IV.
Wages & Salary Administration:


Preparation of Yearly budget for salary and employee benefits. 


Monitoring salary and wage on region-cum-industry basis.


Time keeping and disbursement of wages.
V.
Industrial Relations:


Compliance of various labor laws at Operations, Grievance redressed at shop floor.  Liaise with, enforcement officer and Local Bureaucrat. 
VI.
Disciplinary Proceedings:


Warning letters, Preliminary enquiry, Charge sheets, 
VII.
Grievances & Counseling:


Timely remedial measures on various grievances of employees.


Counseling of employees for Absenteeism, Misdemeanors, and Personal problems.

VIII. Human Resources Development:

Identifying training needs of various categories of employees.

            Launched a schemes of “AAP KE SUJHAV”, HOUSE KEEPING WEEK, 

Arranged various competitive programs for workers

Working on company Manual, define job responsibilities for everyone.
XI.
Statutory Compliance:

PF, ESI, Labour, Factory registration done various audits for different sites of the company, and updated each site for compliance purposes. We have managed to gain the trust of several top level buyers/Customer .To look after Time office supervision e.g. leave , O.T , shifts attendance, absenteeism, surprise checking in the night shifts .
XII.
Administration & Security
 To arrange new / repair equipment’s i.e. AC, lights, Communication System (including mobile services as well as Billing of the same),Photocopier, Computers, Fax etc. arrangements of board meetings, arrangement and maintain office stationary, distribution and record. Security control and proper record keeping on gate as well as in office. Arrangement of vehicle for visitor and their accommodation.
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