Curriculum Vitae

SANJAY KUMAR PRAJAPATI
H.No.335, Babu Zai
Distt: Shahjahanpur (242001)
Email:spcity27@gmail.com.
Mobile No : 7652073198.

· Career Objective
In the growing economy of the country, I see my career in the field of Management (Human Resources Department) is challenging and continued learning experience. This experience is exposed to challenges in the field of Business and performance resulting in Turnover. I am bestowed with an ability to learn quickly and to face challenge. I see my work is meaningful, which leads to decision making and will enable me to develop all round profile. In this context I want to be a part of ever growing dynamic organization like yours which will enable me to contribute to the growth and performance of the Company. In the long run, I seek to balance my career with excellence and personnel experience along with growth of the organization.

· Core Competencies
Compliances, Recruitment & Joining process, Salary, Man Power Balancing, Arrange Training Programs, processing monthly payroll, preparing monthly reports like Salary register, Leave Management, Compliance reports, Processing Full and Final settlements and more.

· Total Work experience (7+ Years):
· HR Executive in K R Pulp & Papers Ltd Shahjahanpur from 16th Aug 2013 to 04th Jan 2018.
· At present I am working with Encotec Energy India Pvt. Ltd. C/o Rosa Power Supply Company Ltd. Shahjahanpur U.P.as a HR Manager since 05th Jan 2018 to till date.

· NATURE OF DUTIES / RESPONSIBILITIES:
· EMPLOYEES ADMINISTRATION: Such as Man Power Planning, Recruitment, Selection , Induction, Training, Maintenance  of  personal  files  &  Employment  Records,  Wages, Performance Appraisals, Personal files updating & issuance of appointment letter, SIM cards/Mobiles, F & F settlement, Vehicles management and responsibilities to take handle.

· STATUTORY FUNCTIONS: Administration of various labour laws and its effective implementation such as Factories Act, HR Compliance PF & ESIC Challan, full fill Workmen register, wages register, master roll, Over Time Register, Profit & loss Register, Advance Register, Fines Register, PF, Bonus, Gratuity, Registration and Renewal of Licenses, Preparation and submission of Statutory returns and Maintenance of Statutory Registers as required under various labour law, correspondence and lesioning with statutory authorities Salary & Wages Administration updating attendance, leave, OD Record on day to day basis. Compliance on disbursements of wages & Salary on or before 3rd of every month.

· DISCIPLINARY PROCEEDINGS/ INDL. RELATIONS: Identifying habitual/Chronic Absentees and Low Performers. Conducting domestic enquiries, attending day to day labour problems, conciliation/adjudication proceedings.

· WELFARE FUNCTIONS: To look after employees welfare functions as required under Factories Act 1948 such as Canteen, Drinking Water, Washing facilities, Rest Room, Medical Facilities, Annual Medical Checkup, Ambulance Service. And providing employees transportation, Group Insurance/Mediclaim.

· CONTRACT LABOUR ADMINISTATION: Statutory compliance such as Registration and Licensing under The Contract Labour (R&A) Act 1970, Monitoring the supply of contract Labour on daily basis, interaction

with labour contractors, coverage of  WC, PF, to ensure proper wage disbursement, monthly labour bills certification.

· FACTORY GENERAL ADMINISTRATION: To look after factory general administration such as security arrangements, housekeeping, gardening, telephones/fax/internet, guest house maintenance, reception of guests/visitors, office furniture, stationary & printing, lesioning works with local bodies, obtaining approvals and consents as required under various Laws which applicable to Industry.

· TRAINING: Identification of training needs of employees in consultation with functional head, preparation of Annual training plan, organizing and give training (TQM & 5’S) programs.

· [bookmark: _GoBack]SAFETY: To look after safety of employees as well as company property by taking preventive measures such as imparting periodical training on general safety awareness, usage of personnel protective equipment, on the job safety, preparedness for handling emergencies and material handling.

· Public Relations : To maintain cordial relations with Local Politicians and other leaders, organizing social community development and welfare programs.

· M.I.S. : Preparation and submission of daily, weekly, monthly, quarterly, half yearly, annual reports and comparison statements relating to Personnel and Admin. Depts. Such as Deployment of Man Power of various categories, Man days Statistics, Man Power Cost, Welfare and Employees Administration. Introduction of Check Lists of various activities of department for smooth functioning.

· Qualification
· High School from UP Board Allahabad.
· Intermediate from UP Board Allahabad.
· Graduation from MJPRU Bareilly.
· Post Graduation (MBA HR) from UPTU.

· Extra Qualification
· Good Knowledge in Payrolls
· Good Knowledge of Computer Fundamental, M.S. Office, M.S. Excel.
· Three months Diploma in CCC.
· Three months Diploma in BCC.
· 15 Month Master Diploma In Computer Application.

· Personal Information:

Father’s Name	:	Mr. Rajkumar Prajapati
Mother’s Name	:	Mrs. Meera Devi
Date Of Birth	:	1/July/1995
Nationality	:	Indian
Religion	:	Hindu
Gender	:	Male
Marital Status	:	Single Languages Known	:	English & Hindi Salary Expected	:	Negotiable
· 
· Declaration

I hereby declare that above mentioned information is true to the best of my knowledge and belief. Place: ………………………
Date:	[SANJAY KUMAR PRAJAPATI]
