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JOB OBJECTIVE: -

Identifying avenues of success as a professional and achieving in by creative use of knowledge, work commitment, confidence and team work and to have constant up-gradation both personally as well as professionally.
	HR SKILLS:-
	HR Department Start-up       Staff Recruitment              Orientation & On-Boarding

	 Employee Engagement         Employee Relations         Audits-SA and ISO

	HR Policies & Procedures     Overall responsibility      Training & Development    

	                                              of Personal Department.   Payroll  and Time Management

	



Currently Working with  Kosmo Hyundai Pvt Ltd as a Hr Executive(HR Asst) ,Kosmo Hyundai is Car Selling  and Services.It is well known and Popular brand and dealing in manufacturing and selling.(Manpower:500)

RESPOSIBILITIES:-        Position:HR Executive(HR Assistant)

· Recruitment ,Induction ,Retention, and Exit Formalities:
· Working closely with Unit Heads to understand their requirements and ensure filling vacancies within TAT and prepare proper Job Profiles.
· Conducting Induction program, To induct a new joinee to the organization and handling him/her to the respective department.
· Updating Employee details in software as well as well as in documentation.
· Responsibilities for all joining formalities like address proff,getting bank account opened, providing appointment letters along with detailed annexure, getting ID Cards of employees, Email-id generated .
· Explaining the JD to the new employee.
· Exit interviews
· Preparing Full and Final settlements.                              
               
· Training & Development:
· Identify Training needs for all employees.
· To Prepare the training calendar for each department for both technical. 


· Organize and conduct the trainings.
· Review effectiveness of training and intimate the top management.

· Performance Management Systems:
· Monitoring Yearly Reviews.
· To roll out all the promotion/increment letters on time wherever applicable.
· Handling the entire probationary to confirmation process.

· Payroll ,Time Office Administration and Other Statuary Compliances
· Complete implementation of computerized attendance system.
· Complete implementation of computerized salary & wages system.
· Maintaining of EL ,CL ,SL ,Bonus ,National Festival and Holiday, EPF and Muster Roll Registers.
· Salary Administration-Preparation &Distribution of Salary & Wages.
· Update the Gratuity Records and coordinate with the concerned department.
· Monitoring Attendance ,Circulate  daily absenteeism & late coming report and its analysis on the month end.
· Upkeep of Personnel Records of Employees.
· Filling of ESi and EPF Returns and dealing with respective department .
· Complying with Factory Act Rules, getting factory Licenced renewed and coordinating with Labor department.
· Preparing the statistics report for Statistics Department.
· Controlling the Advance and Loan of employees .

· Employee Engagement:
· Effectively planned and organized activities as per the monthly events calendar and Fun @ Work activities ,Birthday emails and celebrations ,Emails on Health Tips and motivations ,Awards for monthly full attendance, Diwali  Rangoli competions etc activities.
· Promptly Solving Employees grievances & ensuring satisfaction of  Employees.
· Responsible for conducting various HR schemes Like Suggestion schemes, Scholarship schemes.

· Audits:
· Handling ISO Audits.
· Carrying out complete SA Audits being the Management Representative.
· Coordinating with our regular HR and Audit consultant.

Achievements at Kosmo Hyundai Private Limited
· Took initiative in getting training done under IFLS Schemes for workers skill development. 
· Routed all Attendances through Biometric Devices.
· Getting UAN Number implemented in the company.





EDUCATIONAL QUALIFICATION:-

	Class
	School/College
	Board
	Year 
	Percentage/cgpa

	10th
	St. Soldier
	CBSE
	2009
	58%

	12th
	Cantonment Board
	PSEB
	2011
	55%

	B.sc-IT
	LALLY INFOSYS 
	P.T.U
	2015
	67%

	M.ba(H.R&Retail)
	Lally Infosys
	L.P.U
	2018
	71%



COMPUTER PROFICIENCES:-
       PACKAGE                     : MS-OFFICE, MS-EXCEL, MS-POWER POINT
      OPERATING SYSTEMS: WINDOWS  98,XP

HOBBIES:-
LISTENING MUSIC, WATCHING MOTIVATIONAL LECTURES



PERSONAL DETAILS: -

Father’s Name			:	Shri.Kamal Kant
Date of Birth			:	31.08.1992
Sex 					:	Male
Marital Status			:	Unmarried
Nationality				:	Indian
Height				:	5 Feet 9 inch
Weight 				:	70Kg
Language Known			:	English,Hindi, Punjabi

Date:
Place: Jalandhar						

(HIMANSHU MISHRA )
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